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Introduction

This manual documents the city’s primary financial policies and procedures and is intended to be
a living document where changes in city policies and procedures are reviewed and updated
regularly. The appendixes are intended to provide particular processes and procedures related to

individual departments and should also be reviewed and updated regularly.

Page - 1-of 16



Real Estate and Personal Property Tax Billing Procedures

The Assessor’s Office prepares a real estate and personal property tax commitment. The
commitments contain the names, property identification and amount owed for each property. The
commitment is submitted to the tax collector who is responsible for preparing, mailing and

collecting tax bills quarterly.

e The Assessor, Collector and Tech Center work together to ensure the electronic commitment
file is properly prepared and reconciled for upload to the MUNIS tax billing and collection

module.

e The electronic file is then sent to the deputy collector, PKS Associates.

e PKS prints samples for approval by the Collector. Once approved PKS prints and mails the

tax bills.

Motor Vehicle Excise Billing Procedures

Motor Vehicle Excise commitments are prepared by the Registry of Motor Vehicles for all

Massachusetts communities.

e The Registry of Motor Vehicles sends the City’s commitment directly to deputy collector

PKS for mailing.
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e PKS forwards the commitment file to the Assessor, Collector and Tech Center where the file
is reconciled to the commitment and uploaded to the MUNIS tax billing and collection

module.

Combined Utility Billing Procedures

Water, Sewer, Waste Management and Stormwater billing is prepared by the Water Resources
Department and mailed by the Westfield Gas & Electric Department. These bills are processed
through the Utility Billing module in MUNIS and payments are received in the Collector’s

office.

Departmental Billing Procedures

Off Duty Police Details

The Police department bills off duty police details weekly. Invoices are sorted by type and
recorded in an excel spreadsheet which is used as a commitment (Schedule of Bills Receivable)

to the Collector (Exhibit DB-1). There are usually three to four commitments per week.

e The commitments and the corresponding invoices are first sent to the City Auditor’s office

for review and then delivered to the Collector’s Office.
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e The invoices are separated into top and bottom portions and commitment numbers are

written on each portion to make tracking easier.

e Envelopes and labels are printed and the top portions of each invoice are mailed.

e The bottom portion of the invoice is filed for retrieval when payments are received.

e Payments received are added together in a batch and the totals are put on a schedule of

departmental payments (Exhibit R-2).

e The total amounts on the schedule are posted into MUNIS by charge code.

e The schedule is forwarded to the City Auditor’s Office with the batch number and date of

deposit listed on the schedule. A copy is kept in the Collector’s Office.

e Invoice payments are then recorded to the excel spreadsheet by the Collector’s Office
(commitment sheet). The amount paid, date of the payment, and batch number are entered

under the commitment number for each invoice.

e Outstanding invoices shown on spreadsheets are periodically used to send delinquent letters

to vendors. Problem accounts are referred to the City’s Law Department.

Ambulance

The Fire Department prepares and mails ambulance billing and receives payments. Deposits are
turned over to the collector’s office and deposited to the bank. It is anticipated that by

July 1, 2012 Ambulance billing will be outsourced.
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City Ordinance Violations

The Police Department prepares the bills and receives payments for ticketed violations written
by police officers. Deposits are turned over to the collector’s office and deposited to the bank.

Collections for Ordinance Violations are also accepted in the Collector’s Office.

Out of District Students

The Westfield Vocational Technical High School (WVTHS) prepares the bills and commitments
quarterly for out of district students attending WVTHS and forwards to the Auditor’s Office for
review. Once approved, commitments and bills are forwarded to the Collector’s Office for

mailing and collection.

Receipt Processes

Treasurer’s Receipt Process

Treasurer’s receipts come in the office from departments for miscellaneous receipts. Some
departments enter miscellaneous receipts through various modules in MUNIS. (Business
License, Permits & Codes etc., see appendix A-5 and appendix G-2 for examples.) Some
receipts are brought into the Treasurer’s office in the form of cash and checks attached to a copy
of the Schedule of Departmental Payment to the Treasurer. The Treasurer’s office personnel

verify the charge code on the form and the amount(s) are accurate.

Page - 5-of 16



Treasurer’s Office personnel prepare deposits to the bank daily and post miscellaneous
departmental receipts directly through Payment Entry in MUNIS. Treasurer’s office personnel
process miscellaneous batches for posting. About once a week, batches that are released are
brought to Auditing to be compared with department’s receipts on file. Once they are

reconciled, Auditor office personnel post receipts.

Collector’s Receipt Process

Receipts come in over the counter in the form of checks or cash. Counter traffic is particularly
heavy when real estate or excise bills are due. Checks are generally received and processed by
Century Bank, the city’s lock box provider. Real estate bills are also remitted directly by a
number of tax escrow service companies and banks. In addition, the deputy collector, PKS

Associates, collects delinquent motor vehicle excise taxes once they are past the demand stage.

The clerks in the office cash out and balance their cash drawers every day on a staggered

basis.

e Cash and checks are totaled and balanced to the bills received.

e Separate calculator tapes are used for cash and checks and are retained as proof of
reconciliation.

e All receipts are deposited to the bank the next day. A separate deposit slip is prepared for

each of the clerk’s daily work, as well as for mail that comes to City Hall.
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e Lock box payments that could not be processed by Century bank are returned to the
Collector’s Office and a separate deposit is prepared. Separate deposits are also prepared for

each escrow tax service company.

Once the deposit is made and verified, the calculator tapes and customer receipts are returned to

the clerical staff for posting to customer accounts in MUNIS.

e Payment batch totals from MUNIS are reconciled to the calculator tapes to ensure customer
account accuracy.
e Lock box and escrow tax service company payments are reconciled to their deposit amounts

and electronically uploaded to MUNIS by the collector.

Deposit slips are prepared by the tax collector and a daily turnover sheet is remitted to the
Treasurer’s Office. Lock box payments processed by Century Bank are deposited directly to the

Treasurer’s bank account.

PKS provides a turnover sheet to the office with a check, usually once per week for delinquent
motor vehicle excise collections. The turnover sheet and check includes all revenues collected,
including the deputy collector fees. A vendor check is then issued to PKS for deputy collector

fees.
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Municipal Lien Certificates

Municipal lien certificates are prepared by the Collector’s office. Most requests come from
attorneys dealing with the sale or refinancing of real property. MUNIS is used to research and

prepare the municipal lien certificate in a timely fashion.

Abatements

Abatements granted by the Board of Assessors are posted to MUNIS by the Assessor’s Office.

All Utility Abatements are handled by Water Resource Department personnel.

Refunds

Tax refunds are processed by the Collector’s Office.

e A MUNIS credit balance report is generally run weekly to determine overpayments on
accounts.

e The Collector’s Office reviews the report and retrieves documentation to verify the accuracy
of the credit balances shown.

e A refund report is generated and given to the Collector along with documentation for each
refund.

e The Collector performs a second review of the transactions causing the refunds. Large
refunds from ATB cases are reviewed with the Assessor’s Office. The Collector signs off on

the refund report.
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e The refund report and supporting documentation is then forwarded to the Auditor’s Office
for a final review and preparation of the refund to be included on the weekly accounts
payable warrant.

e Checks are issued by the Treasurer.

Payroll

These procedures are designed to ensure that payroll is based on proper authorization and
required documentation, is paid at the approved rate, in accordance with collective bargaining
agreements, is only paid to actual employees, and to assure that proper and timely reporting is

made to federal, state, and local taxing authorities.

The City of Westfield uses the MUNIS software system to process payroll. The following
MUNIS modules are an integral part of the payroll process: Payroll, Personnel Actions, and

Time and Attendance.

e Payroll is processed on a bi-weekly basis for both the city and school departments. The city

payroll is processed on one Friday and the school payroll is processed on the next Friday.

e City payroll is based on MUNIS personnel actions input by the Personnel Department.
Personnel actions contain an employee’s job classification, pay rates, payroll deductions,
bargaining unit, and all other employee information. All personnel actions require various
approvals which are controlled by the Personnel Department. Personnel action forms (see

exhibit PA-1) processed by the Personnel Department are verified by City Auditor staff.
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Once City Auditor staff notifies Personnel that all personnel actions have been approved, the

Personnel Department posts the actions to update the employee master file in job pay.

City payroll is “exception” based, meaning employee time defaults from job pay defaults into
the time and attendance system. Each pay period, the Information Technology (IT)
department sends each city department a MUNIS Earnings Worksheet (see exhibit PA-2)
containing each employees time and rate as it defaults from personnel actions into the time

and attendance system.

City time sheets (see exhibit PA-3) are completed by employees and approved by
supervisors. Employee’s daily time sheets are used by departmental payroll clerks or
managers to adjust employee’s time for any “exceptions” to their standard or expected work
schedule in the time and attendance system. Typical changes are for overtime, sick, vacation
or similar leave. Payroll clerks also record additional pay exceptions to employee’s time on

an Excel spreadsheet which is submitted to City Auditor staff.

For City payroll departmental earnings worksheets are forwarded by the Personnel
Department to the City Auditor’s office by Monday at 1:00 pm. IT automatically locks out all

payroll clerks and managers from the Payroll and Time and Attendance systems on Monday.

Gas & Electric’s payroll is currently entered by the IT department but G&E is expected to
process their own payroll soon. City Auditor staff checks MUNIS time and attendance proof

with earnings worksheet and spreadsheet from Gas & Electric for accuracy.
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School payroll process (see appendix B-3) deviates from City payroll process in that City
Auditor staff receives letters from School Administration regarding payroll issues; degree
changes; leaves of absences with or without pay etc. Spreadsheets called T-Sheets are sent
by the school payroll clerk for changes. Once these are approved by City Auditor staff,
school payroll make changes to employee records (similar to personnel actions on the city

side) for default to the payroll.

In addition, deductions are checked by City Auditor staff for any major changes from T-

Sheets in time and attendance.

City Auditor staff verifies that Excel spreadsheets and/or T-Sheets agree to the time entered
in the time and attendance system. Corrections are made by City Auditor staff unless all
paperwork is received before department is closed out of time and attendance. Once the
process is complete the City Auditor staff “moves” time and attendance records to payroll by

the end of day on Tuesday. An email is sent to IT that payroll process is complete.

IT runs checks and direct deposit advices and delivers to Treasurer’s office on mid-week.

Checks are dated Friday for distribution.

IT runs Departmental Earnings Proof (listing by employee of the actual payroll for the

period), and payroll distribution journal and delivers to City Auditor’s office.

Departments pick up Earnings Proof, review and verify then deliver two copies signed by the
department head (one original and one copy) to the City Auditor. City Auditor staff prepares

2 original payroll warrants (see exhibit AP-3) for signature by the City Auditor and the
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Mayor. One warrant and original earnings proofs are delivered to the Treasurer. The second
warrant is filed by the City Auditor with cash disbursement journal and payroll summary

report. The duplicate copy of the earnings proofs is kept on file separately.

e Departments pick up checks and remittance advices for their employees from the Treasurer

on Friday.

Accounts Payable

The accounts payable policies and procedures are designed to ensure that vendor payments are
bona-fide obligations of the city and properly made based on adequate documentation, proper

authorization, and charged to the correct general ledger account (appropriation), year and period.

Approvals and Authorization

e The Mayor and City Auditor must approve all city expenditures (warrant) before payment
is made by the City Treasurer. In the event the Mayor is unavailable; the president of

City Council has the authority to approve the warrant.

e Department heads, boards and commissions (if applicable) will authorize all expenditures

within their departments.
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Authorization for expenditures may be delegated in the event of an emergency or short
term absence. Delegation of expenditure authority must be in writing and approved by

the City Auditor and Mayor in advance.

Disbursement governing policies and procedures

Invoices are recorded in departmental batches throughout the week. Batches entered
and/or submitted by Friday are placed on a warrant for payment on the following Friday.

Checks are generally mailed by the Treasurer’s office on Monday.

Payment for supplies or services will be made based on original invoices only, statements

are not accepted.

Schedules of Bills Payable (SBP) (see exhibit AP-1) are submitted with the original
invoice and the receiving copy of the purchase order attached. The SBP is prepared by
the department and must be signed by the department head and/or board or commission if
applicable. Only original signatures will be accepted, signature stamps are not allowed.
For those departments inputting invoices to MUNIS, will submit MUNIS “batch” (exhibit
AP-2 Accounts Payable Invoice Entry). The MUNIS “batch” will serve as (SBP) and is

signed by Department Head or appointing authority.

SBP will be reviewed by the City Auditor staff for: original invoice, receiving report and

proper signature on SBP, entry data must match invoice, vendor name, dates, invoice

Page - 13 - of 16



number and remittance address. Discounts are taken and reviewed for accuracy. No sales

tax is paid and proper liquidation of purchase order is verified.

SBP and invoices are data entered (recorded) in the MUNIS accounts payable module by
the City Auditor staff. Staff place check marks on the SBP to indicate each invoice has
been entered. Currently, the School Department, Water Resources, DPW, IT, Purchasing
and Police departments enter their own accounts payable batches directly into MUNIS.

Eventually all departments will enter A/P directly into MUNIS.

City Auditor’s staff uses an Excel spreadsheet to control the invoice batch-entry process.

Batches are summarized by Fund.

A preliminary warrant is run and totals are verified to the Excel spreadsheet control
totals. Variances are identified and corrected by City Auditor staff before the final

warrant is run.

City Auditor staff notifies the IT department that the warrant process is complete.

IT runs checks, invoice detail reports and cash disbursement journal.

Checks are delivered to the Treasurer’s office. Reports and cash disbursement journals

are delivered to the City Auditor’s office.

A deduction warrant (referred to as “Vendor Checks”) is run simultaneously with the
Accounts Payable warrant. Once received from IT, the deduction warrant must balance

with the worksheet done by the Treasurer for the weekly payroll.

Page - 14 - of 16



e City Auditor performs the final review of the accounts payable and deduction warrant
(see exhibit AP-3). City Auditor staff prepares two (2) original warrants for signature by
the City Auditor and the Mayor. Once warrants are signed City Auditor staff delivers the
white original warrant, remittance copies of invoices and preliminary report to the
Treasurer for distribution. The yellow original is filed with the invoice detail reports and

cash disbursements journal.

e City Auditor files the warrant, warrant reports and corresponding invoices for each fiscal

year.

e Checks are mailed by the Treasurer’s office to vendors.

Travel Reimbursements

Travel reimbursements do not require a purchase order but must adhere to city travel policies as

described in Appendix A-2.

Budget Process

The budget process begins in the early spring with general instructions to department heads. The
City Auditor’s Office verifies that all departmental personal service requests are accurate and in
accordance with collective bargaining agreements. The City Auditor works closely with the

Mayor to balance the budget before presentation to the City Council. The budget must be
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balanced to estimated revenues and approved no later than June 30. Final acceptance by the City

Council is the last step before entry to the accounting records.

e Budgets are prepared and distributed on four levels:
0 Department requests to mayor
0 Mayor’s recommendations to City Council
o City Council approved budget

o Final appropriation recorded to general ledger in MUNIS
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Module: - Accounts Péyable SR
Topic: - - . AP Invoice Processing -

Objective |

This document provides step-by-step instructions on how to enter an invoice into MUNIS. This
document is intended for Intermediate MUNIS users that already have a basic knowledge of the MUNIS
Invoice Entry process.

Overview

When you choose to enter an invoice into MUNIS, you are requesting that funds be set aside to pay for
items already purchased or for services that will be provided in the future. After the invoice is entered,
funds are set aside in the GL account. Once the invoice has gone through the approval process, the
necessary steps can be completed to create a check to be sent to the Vendor to pay for goods or
services rendered.

Prerequisites

Before you can successfully use this feature, you must ensure that the necessary parameters and
codes are in place. If parameters and codes are not set up, or not set up correctly, you may need to
contact your MUNIS System Administrator or Department Manager to have them updated or added into

the MUNIS system,
¢ Vendor that you wish to pay must exist in Vendor File Maintenance

¢ AP Parameters must be completed

s  Cash account and Accounts Payabie account must exist in the General Ledger
¢ Need invoice number and other information regarding purchase

¢  GL account to be charged for this invoice
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AP Invoice Processing
AP Invoice Entry MUNIS Version 8

Procedure
Use the foilowing steps to...:

1.  Open the AP Invoice Entry/Proof program.
Financials > Accounts Payable > Invoice Processing Menu > Invoice Entry/Proof

88 ah Invaice Entry = MUN

{”#%@M.ﬁhf vokces,

L At e 2
2. On the MUNIS toolbar, click Add Batch %% 1
3. Enter the following for the fields in order to complete the batch header...

(=}

Field Description

This is a number assigned to identify the baich.

The system assigns this number according to the default vaiue in AP
Batch Parameters, but you can change this.

IAfter a batch is posted, the batch number may be reused.
The Batch box is only accessible when you are adding a new batch.

This is the fund to be used with this batch.

Fund The default value for the fund is the fund established in AP Parameters,
but you can change this. However, before changing a default fund
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AP Invoice Processing
AP Invoice Entry

MUNIS Version 8

value, verify that your new selection is valid by contacting the
appropriate financial contact for your organization.

Expense accounts may be outside of this fund; MUNIS programs make
due to/due from entries using the balance sheet accounts in Due
To/Due From FM when the Cash Disbursements Journal is posted.

Cash Account

This is the cash account used to pay invecices entered in a batch.

The account that initially appears in the field is retrieved from Fund
Attributes FM on the General Ledger Set Up/Chart of Accounts menu
when you enter data into the Fund box. You can change this here, or on
an invoice-by-invoice basis during Invoice Entry/Proof. However, before
changing a default cash account vaiue, verify that your new selection is
valid by contacting the appropriate financial contact for your
organization.

You can use the same check number for multiple wire transfers within
the same batch. For this to occur, the Cash Account, Warrant, Vendor,
and Check/Wire Date fields must be the same for every invoice with the
same check number. When the invoices are posted, one cash
disbursement record is created for every invoice with the same wire
number.

If your organization uses the full account entry method, you must enter
the full general ledger account number; if your organization uses the
orgfobject account entry method, enter the org code, object code, and
project code (if applicable).

Warrant (Check Run)

This is the warrant number assigned to invoices in the batch.
The warrant number can be up to eight alphanumeric characters.
The warrant number is optional.

Due Date

This is the due date for the invoices in the batch.

The due date becomaes the key for selecting invoices to be paid on a
specific check run when the warrant number is blank.

The defauli value for the due date is the date that the invoice is entered.

Effective Date

This is the date the invoice affects the general ledger.

The defauit value in this date is the current date, but you can change
this.

Year/Period

This is the fiscal year and period for the batch.

The default values originate in GL Parameter FM for all invoices
entered into the batch. However, you can change this on the header of
any invoice if you have appropriate permissions.

The year may be the current, next, or fast year if general ledger year-
end closing has occurred.

If you enter last year, the program automatically enters period 13.

Enable TCM Invoice
Barcode Label Printing

This check box directs the program to print Tyler Content Manager
barcode labels on the invoice.

Invoice Count

This is the total number of invoices in the current baich.

4/17/2012
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AP Invoice Processing
AP Invoice Entry

MUNIS Version 8

Amount Totai

This is the totai amount of all invoices in the batch.
The total amount is display only.

All vendor numbers are added together to produce a hash total, which
may be used as a control number when entering a batch of invoices. By
Vendor Hash manually adding vendor numbers to all invoices and comparing that
number to the vendor hash, invoices missing from the batch can be
detected.

4, Tab fo go to the next screen:

lAPl vmteEnLry mms[a 1 'rirtuaISenrer—'

Ty 1 l’#»ur{m‘a' 5

This is the invoice header, the invoice entry screen in divided into two parts, the header and detail
screen. The header contains information pertaining to the entire invoice while the detail screen
contains information regarding the GL account number and amounts.

Complete the following fields in order to complete the invoice header:

Field Action or Description

Vendor Enter the desired vendor number or click [« to search for a vendor

Remit Enter the number for the vendors remit address or click G-l to see a list
Document Defaults based on AP parameters or click +1 to retrieve next number
Invoice Enter {nvoice number or click +1 to retrieve the number

Gross Amount Enter the gross amount of the invoice .

Discount Date Enter the date (or click calendar) invoice must be paid to receive discount
Discount Basis Enter the amount of invoice that is subject to discount

Discount percent Enter the percentage amount for the discount, defaults from Vendor file

4/17/2012
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AP nvoice Processing

AP Invoice Entry MUNIS Version 8
Net Amount Gross Amount of invoice less any discounts
Payment Methad Defauits to Normal
Description Enter a brief description of the items or services purchased
Status Defaults based on workflow set up in AP Parameters
Voucher Defaults based on set up of AP parameters
Warrant (Check Defaults from AP batch header
Run)
Invoice Date Enter the date from the invoice or click on calendar
Due Date Defaults from batch header or may be changed
Deptfl.oc Enter dept code or click on [=)
Work Order Enter work order number of click L1 to see list (if applicable)
Alloc Enter allocation code or click [ to see list (if applicable)
Req No access, will reflect requisition number if applicable
Lig Method Liquidation Method, defaults from AP parameter table
Separate Check Check if a separate check is desired for this invoice
Inc Documentation | Check if documentation is to be mailed with this check
PA applied Check if a project accounts are applied to this fransaction.
Comments Click on Comments buiton to add notes regarding invoice

5. Tab to go to bottom section of screen:

S E R T Nl PR

8. Enter desired GL account code or click L= to see list of accounts.

7. Enter involce amount to be charged to this account code.

8. i appropriate, 1099 code will default, based upon permissions, this may be changed
9. |f applicable, enter Fixed Asset code here

10. 1 indicates Current budget, 2 indicates Carry Forward budget

11. After all information is complete Click OK/Accept Vor press enter to save the invoice entry
line.

12. Exit the Line Detail screen by choosing File, Exit. This will take you out of the line detail back to
the main invoice entry batch header information.

13. You may then click on Release button in the left column to release the batch for
posting

14. Click on Approvals button in the left column to initiate approvals if workflow exists.
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AP Invoice Processing
AP Invoice Entry MUNIS Version 8

Results

Status Change

With workflow, a released invoice batch will have a status of H — Held. You can click on the Approvers
button on each individual invoice to see who needs to approve the invoice.

Without workflow, your invoice is now approved and will have a status of A - Approved

GL Impact

The GL account will now show the invoice amount (in the Actual (Memo) field) which reduces the
Available Budget amount.

Other MUNIS Modules Impact
There is no impact on other MUNIS modules by this action,

What’s Next?

With Workflow, the inveice is waiting on approval.
Without Workflow, the approved invoice is output posted and a check is printed using the MUNIS Cash
~ Disbursements process.
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NOTES FOR AP INVOICE ENTRY IN MUNIS:

4/17/2012

REMIT #:
Remit address in MUNIS must match remit address on invoice.

INVOICE #:
For invoices that do not have invoice #, review how that vendor’s invoices were
previously invoiced.

ALWAYS use capital letters, NO punctuation, NO spaces.

Here are two examples to use for regular vendors:
o Gas & Electric Bills: use department, month and year; (see example attached)
Police invoice dated 4/3/11 — 5/3/11, “POL0411” Use April (04) because the
bill is for the majority of April.

o Telephone Bills: use last five (5) digits of phone number and month and year
(see example attached); School #413-572-4718 dated 3/8/11 — 3/31/11
“24718MAR1 1" March because the biil is for majority of March.

DESCRIPTION:
Must include account # and contract # if applicable, The remainder of the field (if
any) can be used for your own reference.

DEPARTMENT #:

The department number will default in only if purchase order # is used. If no P.O.
then be sure the department # is correct.

A-1
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CITY OF WESTFIELD
TRAVEL POLICY

IT IS THE POLICY OF THE CITY TO REIMBURSE PERSONS WHO HAVE BEEN
AUTHORIZED TO TRAVEL ON BEHALF OF THE CITY FOR REASONABLE
EXPENSES INCURRED DURING SUCH TRAVEL. TRAVEL WILL BE
PERFORMED IN THE MOST ECONOMICAL MANNER FOR THE CITY.

THIS REGULATION IS ISSUED FOR GUIDANCE OF ALL PERSONNEL (CITY,
SCHOOL AND GAS & ELECTRIC) CONCERNED IN ORDER TO INSURE
UNIFORMITY IN PROCESSING REIMBURSEMENT REQUESTS.

TRANSPORTATION

AUTOMOBILE: Per city ordinance $0.02 less than the IRS approved rate per
mile or the rate established per contractual agreement. (Auditing disbritutes the

new rates set by the IRS each year.)

In City Travel — Mileage in/out must be submitted.
Interschool Travel — Mileage according to attached chart.
In State Travel — Mileage according to attached chart.

Out of State Travel — Mileage in/out must be submitted.
Tolls and Parking will be reimbursed upon submission of original receipts.
TAXI: Actual costs plus tips with original receipt.

AIRFARE: Tourist or Economy Class only. If an employee wishes to
Travel First Class, he/she will be requested to pay the difference between
the two fares. Extenuating circumstances may necessitate First Class
travel but must be documented accordingly. Receipts are required.

LODGING AND ACCOMMODATIONS
Hotel accommodations shall be reimbursed at a rate not to exceed the rate for single

occupancy. The City does not pay for spouse’s accommaodations or meals, nor will it
reimburse for suites or deluxe accommaodations.

The City will reimburse for only one night preceding the conference*. Any additional
accommodations made due to air travel reservations must be substantiated to show the

cost benefit to the City.
Generally, the City will pay a one night deposit to the hotel. At the end of the stay, the

hotel may either bill the City or the employee may pay the charges and be reimbursed by
the City. In cases of financial hardship, a cash advance may be considered.
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This practice protects the City from cancellation charges or early departures.
Original receipts must be presented.
MEALS

Per the Internal Revenue Service Publication 463, the City of Westfield uses an
accountable plan for reimbursement. Therefore the meal policy will be as follows:

If the employee does not present receipts, he/she will be reimbursed at the rate of $26.00
per day (the IRS Standard Meal Allowance) based on the following schedule:

Breakfast $4.00

Lunch $7.00

Dinner $15.00
This reimbursement will be paid on PAYROLL as these expenses may be deducted on
the employee’s income tax. Employees receiving a contractual meal allowance are
already receiving this on payroll.
Meals will be reimbursed at higher rates (reasonable) upon presentation of detailed
receipts. Tips up to a maximum of 15% may be reimbursed. At no time may anyone
receive more than a $50.00 meal reimbursement for one day.
State Law Chapter 44 Section 58 will NOT allow reimbursement for alcoholic beverages.

When meals are reimbursed for more than one person, the other persons full name must
be listed. If the reimbursement is for other City employees, each department must use their
OwWn expense account.

Registration fees are reimbursable with receipts and a copy of the conference notification.
Other miscellaneous expenses will be reimbursed with submission of receipts.

All travel is undertaken with the approval of the appropriate department head or
departmental authority.

Current contractual obligations that supersede any of the above policies will prevail.
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The City will NOT reimburse for:

Alcohol

Tobacco

Entertainment

Costs for spouse or children
Parking tickets or Fines
Personal telephone calls

CITY EMPLOYEES TRAVELING AT PUBLIC EXPENSE ARE EXPECTED TO USE
GOOD JUDGMENT. THE CITY AUDITOR RESERVES THE RIGHT TO REJECT
ANY REIMBURSEMENT WHICH DOES NOT FOLLOW THE ABOVE
GUIDELINES OR IS NOT DOCUMENTED.

*AMENDMENT: Because reimbursements for air tavel are submited and COST
COMPARISONS when necessary are NOT, the following change takes place in FY 16.

If air travel is required and travel is one or more days prior to and/or after conferences, a
cost comparison form MUST be submitted. If no cost comparison is submitted, the travel
expense will be reduced by Auditing.

4/17/2012 A-2 Page 3 of 15



EARLY FLIGHT COST SAVINGS ANALYSIS

SCENARIO A SCENARIO B

Cost of Early Flight: Cost of Later Flight:

Cost of Hotel: Cost of Hotel:

Stipends: Stipends:

Other: Other:

Subtotals $ - Subtotals $ -
TOTAL PROJECTED SAVINGS $ -

Approved By: Date:

4/17/2012 A-2 Page 4 of 15



CITY OF WESTFIELD

EXPENSE VOUCHER
DATE:
NAME:
ADDRESS:
NAME OF ASSOCIATION:
DATE EROM: DATE T0:
TOTALS:
HMEALS: TOLLS:
REGISTRATION: MILEAGE:

MISCELLANEQOUS: LODGING: .

IF TRAVEL EXPENSE ONLY: (PLEASE ATTACH HOTIFICATION OF CONFERERCE/MEETING)

DATE: DESTINATION;

PURPOQSE OF TRIP:

H ILEAGE: ' TOLLS:

TOTAL OF EXPERDITURES:

ALL RECEIPTS MUST BE ATTACHED T0 VOUCHER WHEN SUBMITTING FOR REIMBURSEMENT.

AUTHORIZED BY:
' (DEPARTMENT HEAD OR APPRGYING AUTHORITY)
REQUESTED BY:
(PERSON RECEIYING REIMBURSEMENT)
CHARGE TO ACCOUNT NUMBER:
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DEPARTMENT OF ACCOUNTS OFFICE OF CITY AUDITOR

TO: ALL DEPARTMENTS
FROM: DEBORAH A. STRYCHARZ, CITY AUDITOR Ca@

DATE: JULY 1, 2011

RE: TRAVEL REIMBURSEMENT

AS OF JULY 1, 2011, 1 WOULD LIKE TO NOTIFY ALL DEPARTMENTS

THAT THE IRS APPROVED RATE PER MILE IS .555. THIS MEANS THAT THE
CITY WILL NOW PAY .535 PER MILE FOR APPROVED TRAVEL. PLEASE
REMEMBER THAT A CONTRACTUAL OBLIGATION TO PAY A FIGURE OTHER

THAN THIS SUPERSEDES THIS RATE.

nECELY

i
i STy e R
: A [

]

I B
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CITY OF WESTFIELD, MASSACHUSETTS
PRIVATELY OWNED CAR
TRANSPORTATION YOUCHER
NAME DEPARTMENT
SPEEDOMETER BEADING '
DATE OUT N TOTAL MILES DESTINATION
SIGHATURE
ZPPROYED
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“LABINGTON 14
-ACTON - 91
ACUBHNET 119
ADAMS 52
AGAWAM 10
ALFORD 41
AMESBURY 129
AMHERST 24
ANDOVER 1
ARLINGTON 98
ASHBURNHAM 74
AsHBY 81
ASHFIELD 40
ASHLAND 78
ATHOL 33
ATTLEBORO 99
AUBURN 56
AVCH 107
AYER 87
BARNSTABLE 154
BARRE 50
BECKET 30
BEDFORD 95
BELCHERTOWN 25
BELLINGHAM 80
BELMONT 96
BERKLEY 109
BERLIN 73
BERNAROSCN 43
BEVERLY 118
BILLERICA 190
BLACKSTCHE 80
BLANOFCRD 12
BCLTON 77
BOSTOM 93
BRIGHTO 94
CHARLESTOM 99
DCRCHESTER 99
EAST BOSTCN 99
HYDE PARK 97
ROXBURY 96
SOUTHBOSTON 99
W, ROXBURY 95
BCURNE 136
BOXBORO 86
BOXFORD 118
BOYLSTON 67
BRAINTREE 107
BREWSTER 165
BRIDGEWATER 12
BRIMFIELD 33
BROCKTON 110
BROCKFIELD 42
BROCKLINE a5
BUCKLAND 43
BURLINGTCH 101
CAMBRUDGE 96
CANTON 101
CARLISLE 96
CARVER 125
CHARLEMONT 55
4/17/2012

CHARLTON
CHATHAM
CHELMSFORD
CHELSEA
CHESHIRE
CHESTER
CHESTERFIELD
CHICCPEE
CLARKSBURG
CLINTON
COHASSET
COLRAIN
COHCORD
CONWAY
CUMIINGTOH

DALTCH
DANA
DANVERS
DARTHOUTH
DEDHAM
DEERFIELD
DENNIS
DIGHTON
DOUGLAS
DOVER
DRACUT
DUDLEY
DUNSTABLE
DUXBURY

E, BRICGEWATER
£, BRCCKFIELD
E, LONGHEADCWY
EASTHAM
EASTHAMPTON
EASTCH
EGREMONT
ENFIELD

ERVING

ESSEX

EVERETT

FAIRHAVEN
FALL RIVER
FALMCUTH
FITCHBURG
FLCRIDA
FOXBCRO
FRAMINGHAN
FRANKLIN
FREETOWN

GARDNER
GECRGETOWH
GILL
GLOUCESTER
GOSHEN
GRAFTON
GRANBY
GRANVILLE

GT. BARRINGTCH
GREENFIELD

174

1014
52
19
31

73
15
53
a1
35
32

117
116
94

162
107
69
93
03
52
a7
128

114

15

177
12
104

1
i

S

117
104
151
76
64
a5

1]

85
112

68
118

132
350
65

i

36

GREENWICH
GROTCN
GROVELAND

HADLEY
HALIFAX
HAMILTCH
HAMPDEN
HANCOCK
HANOVER
HANSON
HARDWICK
HARVARD
HARWICH
HATFIELD
HAVERHILL
HAWLEY
HEATH
HINGHAM
HINSDALE
HCOLBROCK
HCLDEN
HOLLAND
HOLLISTCH
HCLYCKE
HCPEDALE
HOPKINTON
HUBBARDSTCH
HUCSON
HULL
HUNTINGTCH

IPSWICH
KINGSTCH

LAKEVILLE
LANCASTER
LANESBCRO
LAWRENCE
Lez
LEICESTER
LENOX
LECMINSTER
LEVERETT
LEXINGTON
LEYDEN
LINCOLN
LITTLETCN
LONGMEADCW
LOWELL,
LUDLOW
LUNENBURG
LYNN
LYNNFIELD

MALDEN
MANCHESTER
HMANSFIELD
MARBLEHEAD
HARICN
MARLBORO
MARSHFIELD

118

19
124

L]
120
4
a2
167
21
119

61
11¢
38
107
64

83

76
75
72
79
113

128

126

1i7
76
51
11¢
35
54
39
79
30
98
S5t
g1
83
5]
101
16
82
109
110

102
125

g7
117
127

75
124

{TASH LG
MATTAPOISETT
MAYNARD
MEORELD
MEDE ORD
HEDWAY
MELROSE
MENOOK
MERRIMAC
METHUEN
MIDDLEBORO
MIODLEFIELD
MIDDLETON
MILFORD
HILLBURY
MILLIS
MILLVILLE
MILTON
MONROE
MONSON
MONTAGUE
MONTEREY
MONTGOMERY
MT. WASHINGTON

NAHANT
NATICK
NEEDHAM

NEW ASHFCRD
NEW BEDFCRD
NEW BRAINTREE
NEW HMARLBCRO
NEW SALER
NEWBURY
NEWBURYPORT
NEWTON
HORFOLK
NORTH ADAMS
NORTH ANDOVER
N, ATTLEBCRO
. BROCKFIELD
NORTH READING
NORTHAMPTCN
NCRTHBCRO
NORTHBRIDGZ
NORTHFIELD
NORTON
NORWELL
HORWOOD
OAKWAY
ORANGE
ORLEANS

oTIS

OXFORD

PALIMER
PAXTOH
PEABCOY
PELHAM
PEMBRCKE
PEPPERELL
PERAL

MC-1

1
122
86
88
100
B4
104
78
126
11
118
24
1S
77
60
85
78
100
68
30
35

47

114
83
30
58

116
45
38
47

127

127
91
80
58

112
95
43

110
i7
69
67
49

103

118
96

55
53
173
21
56

25
55
1S
3t
122
92
35

FLilrdbier

PHILLIPSTCH
PITTSFIELD
PLARVFIELD
PLANVLLE
PLYHMOUTH
PLYMPTON
PRESCOTT
PRINCETON
PROVINCET O

QUINCY

RANOCLPH
RAYRHAM
READING
REHOBOTH
REVERE
RICHMCHD
ROCHESTER
ROCKLAND
ROCKPCRT
ROME
ROWLEY
ROYLSTON
RUSSELL
RUTLAND

-SALEM

SALISBURY
SANDISFIELD
SANDWICH
SAUBUS
SAVOY
SCITUATE
SEEKONK
SHARCN
SHEFFIELD
SHELBURNE
SHERBORNE
SHIRLEY
SHREWSBURY
SHUTESBURY
SOMERSET
SOMERVILLE
SOUTH HADLEY
SOUTHAMPTON
SOUTHBORO
SOUTHBRIDGE
SOUTHWICK
SPENCER
SPRINGFIELD
STERLING
STOCKBRIDGE
STONEHAM
STOUGHTCH
SR _Syouwd
STURBRIDGE
SUDBURY
SUNDERLANG
SUTTON
SWAMPSCOTT
SWANSEA

~w

56

36
94
131
122
34
72
199

104

106
108
106
98
103
47
126
115
136
63
125
59

59

116
130

35
142
107

118

a3
29

[P VT PRV )

TEMPLETON
TEWKSBURY
TOLLAND
TOPSFIELD -
TCOWNSEND
TRURO
TYNGSBCRO
TYRINGHAM

UPTON
UXBRIDGE

\WAKEFIELD
WALES
WALPOLE
WALTHAM
WARE
WAREHAT
WARREN
WARWICK
WASHINGTON
WATERTOWN
WAYLAND
WEBSTER
WELLESLEY
WELLFLEET
WENDELL
WENHAH

W, BOYLSTOH

W, BRIDEEWATER
W, BROCKFIELD
W, NEWBURY

W, SPRINGEIELD
W. STOCKBRIDGE
WESTBORO
WESTFIELD

. WESTFORD

WESTHAMPTON
WESTHINSTER
WESTON
WESTPCRT
WESTWCLD
WEYMOUTH
WHATELY

* WHITHMAN

Wit BRAHAMN
WILLIAMSBURG
WILLIAMSTOWN
WILMINGTON

WINCHENDON ™ = -

WINCHESTER
WINDSOR
WINTHRCP
WOBURN
WORCESTER
WORTHINGHAM
WRENTHAM

v ARMOUTH
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62
106
20
19
86
191
101
38

71
73

107
37
92
92
34

129
36
60
34
93
85
53
86

186
57

122
68

110
39

i22

69

35
23
70
88
11
94
109
26
s

25
63

105
69

101

1C3
103
&0
26
89

160



- COMMUHITIES

ACCORD
ADAMSDALE
ADAMSYILLE
ALLERTON
ALLSTON
ANNASQUAM
ANTASSAWANDCK NECK
APPONAGANSETT
ARLINGTON HEIGHTS
ASHBURY GROVE
ASHLEY FALLS
ASHLEYYILLE
ASSINIP
ASSONET

ASTOR

ATLANTIC
ATTLEBORD FALLS
AUBURKDALE
AYERS YILLAGE
BABSOHN PARK
BACK BAY ANMEX
BAKERS 1SLAND
BALANCE ROCK
BALDWINYILLE
BALLARDYALE
BANCROFT
BARRE PLAINS
BARRUWSYILLE
BASS RIVER
BAYSIDE

BEACH BLUFF
BERKSHIRE
BEVERLY FARMS
BLACKEBLURN
BLACKINGTON
BOMDSYILLE

BONNY RIDGE 4 CORNERS

BOURNEDALE
BRADFORD

BRADSTREET
BERAHT ROCK

BRIDGEWATER STATE FARM

BRIER
BRIGGSYILLE
BRIGGSYILLE
BRIGHTON
BRIGHTWOOD

4/17/2012

TOWHS

NORWELL

MO, ATTLEBORD
COLRAIN

HULL

BOSTON
GLRUCESTER
MATTAPOISETT
DARTMOUTH
ARLINGTON
HAMILTON
SHEFFIELD
W.SPRIMGHELD
HANOYER
FREETOWH
BOSTOH
UINCY

H0. ATTLEBORO
HEWTON
HAYERHILL
WELLESLEY
BOSTON
SALEM
PITTSFIELD
TEMPLETON
ANDOYER
MIDDLEFIELD
BARRE
HORTON
YARMOUTH
HULL
SWAMPSCOTT
LANESBORO
BEVERLY
ASHBYRNHAM
NORTH ADAMS
PALMER
CHESTER
BOURNE
HAYERHILL
HATFIELD
MARSHFIELD
BRIDGEWATER
SAYOY
ATTLEBORU
CLARKSBURG
BOSTON
SPRINGFIELD

COMMUNITIES

HORTH

HORTH ABBINGTON
HORTH ACTON
NORTH AMHERST
HORTH ASHEURMNHAM
NORTH BARNARDSTON
HORTH BILLERICA
HORTH BLANFORD
HORTH CHATHAM
NORTH CHALMSFORD
NORTH CHESTER
NORTH DAHA

NORTH DARTHMOUTH
HORTH DIGHTON
NORTH EASTHAM
HORTH EASTON
NORTH EGGRAMONT
HORTH FALMOUTH
HORTH GRAFTON
HORTH HADLEY
HORTH HANOYER
NORTH HANSON
NORTH HAWICH
NORTH HATFIELD
NORTH HEATH
HORTH LEOMINSTER
NORTH MARSHFIELD
NORTH MIDDLEBORD
NORTH ORANGE
HORTH OXFORD
NORTH PEMBROKE
HORTH PLYMOUTH
NORTH PLYMPTON
HORTH POCASSET
NORTH PESTAL STATION
HORTH GUINCY
NORTH RANDOLPH
HORTH ROCHESTER
HORTH RUTLAND
HORTH SCITUATE
HORTH STOUGHTOH
HORTH SUDBURY
HORTH SWANSEA
HORTH TIABURY
MORTH TRURD
HORTH UXBRIDGE
NORTH WESTPORT

TOWHS

NEW BEDFORD
ABBINGTON
ACTON
AMHERST
ATHBEURNHAM
BARNARDSTON
BILLERICA
BLANFORD
CHATHAM
CHALMSFORD
CHESTER
DANA
DARTMOUTH
DIGHTON
EASTHAM
EASTOM
EGGRAMONT
FALMBUTH
ORAFTOR
HADLEY
HANOYER
HANSON
HARWICH
HATFIELD
HEATH
LEOMINSTER
MARSHFIELD
HMIDDLEBORD
DRANGE
DXFORD
PEMBROKE
PLYMOUTH
PLYMPTON
BOURHE
BOSTON
(URHCY
RANDOLPH
ROCHESTER
RUTLAND
SCITUATE
STOUGHTON
SUDBURY
FHANSEA
TIABURY
TRURD
UXBRIDGE
WESTPORT

A-2
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BROCKLINE YILLAGE
BRYANTYILLE
BURKYILLE
BURLINGTON AYE. ANNEX
BURRAGE
BUZZARDS BAY
BYFIELD
CAMPELLD

CAMP HARRILL
CAPE ANN
CaRYYILLE
CEDARYILLE
CENTRE STREET
CENTREVILLE
CHAPINYILLE
CHARLES RIYER
CHARLESTOWH
CHARTLEY
CHARLETOMCITY
CHARLETON DEPOT
CHATHAMPORT
CHERRY VALLEY
CHESTHUT HILL
CHICOPEE FALLS
CHILTORYILLE
CHILTON
COCHASETT
COSHITUATE
COLDBROOK SPRINGS
COLD HILL

COLD SPRING
COLLINSYILLE
COLTSVILLE
COMMERCIAL STREET
COOLEYHLLE
COOLIDGE CORMER
LORDAGE
CORDAYILLE
COTUIT

COYE LANDING
CRAIGYILLE
CROCKERYILLE
CROW POINT
CURTIS CROSS
CUSHING

CUSHING
DAYVILLE

- DEER ISLAND

DALL

4/17/2012

BROOKLINE
PEMBROKE
CONWAY
BOSTOH
HOLBRODK
BOURNE
NEWBURY
BROCKTOM
PITTSFIELD
ROCKPORT
FRANKLIN
PLYMOUTH
BROCKTON
BARMSTABLE
NORTHEORD
NEEDHAM
BOSTON
NORTON
CHARLTON
CHARLTON
CHATHAM
LEICESTER
HEWTON
CHICOPEE
PLYMOUTH
MARBLEHEAD
E. BRIDGEWATER
KAYLAND
DAKHAM
GRANBY
SANDISFIELD
DRACUT
PITTSFIELD
BROCKTON
NEW SALEM
BRODKLINE
PLYIMOUTH
SOUTHBORD
BARNSTABLE
HUB30N
BARNSTABLE
FITCHBURG
HINGHAM
HANDYER
SALISBURY
AMHERST
CHESTER
BOSTON
HEATH

RORTH WAYHOUTH
HORTH WILEBRAHAM
HORTH WILMINGTON
HORTHFIELD FARMS
HORWICH

HORTH BRIDGE
NUTTIHG LAKE
DAKDALE
OAKLAND

OCEAN BLUFF
(JCEAN GROYVE

OLE FURNACE

OLD TOWN

LD TOWH

ONSET
OSTERVILLE
PIDGEQN COVE
PLUM ISLAND
PONVILLE
POMKAPOG
POTTERVILLE
POWERS MILLS
PRATTSVILLE
FRIDAS CROSSING
FRINCETON DERPOT
PROSPECTYILLE
QUINAPOXET
QUINSIGAMOND
PACE POINT
RAYNHARM CENTER
ROADYILLE

BAD BR|DGE
RINGVILLE
RIYERDALE
RIVERMOOR
RIVERSIDE
ROCHDALE

ROCK

ROCK HARBOR
ROCKY HOOK

ROCK VILLAGE
ROCK VILLAGE
ROGERS S{UARE
ROSEINEALE
ROUND HILL POINT
ROXBURY
ROXBURY CROSSING
RUSSELLYILLE
RUTLAMD HEIGHTS

WAYMOUTH
WILBRAHAM
WILMINGTON
NORTHFIELD
HUNTINGTON
HUNTINGTON
BILLERICA
WEST BOYLESTON
TALINTON
MARSHFIELD
SWANSEA
HARDWICK
NEWBURY
HORTH ATTLEBGRD
WAREHAM
BARNSTABLE
ROCKPORT
NEWBURY
HORFOLK
CANTON
SOMERSET
PRILLIPSTON
BRIDGEWATER
BEVERLY
PRINCETON
Wal.THAM
HOLDEN
SHREWSBURY
PROVINCETOWHN
RAYNHAM
BOSTON
LUDLDW
MORTHINGTOM
NORTHBRIDGE
SCITUATE
GILL
LAICOSTER
MIDDLEBORD
DRLEANS
PLYMOUTH
HAYERHILL
HOLYOKE
LOWELL
BOSTON
DARTMOUTH
BOSTOM
BOSTON
RUSSELL
RUTLAND
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DENHISPORT
DEVEREUX
DODGE
DODGEVILLE
DORCHESTER
DORCHESTER CENTER
DRURY

DWIGHT

EAST ARLINGTOM
EAST BOSTON
EAST BOXFORD
EAST BRAINTREE
EAST BREWSTER
EAST BRIMFIELD
EAST DEDHAM
EAST DENNIS
EAST DOUGLAS
EAST EDGARTON
EAST FALMOUTH
E4ST FOXBORD
EAST FREETOWN
EAST GARDNER
EAST HARWICH
EAST HAYERHILL
EAST HOLLISTON
EAST LEE

EAST LEVERETT
EAST LYHH

EAST MANSFIELD
EAST MANSFIELD
EAST MATTAFOISSETT
EAST MILTON
EAST HORTHFIELD
EAST NGRTON
EAST ORLEANS
EAST OTIS

EAST PEMBRODK
EAST PEPPERELL
EAST PRINCETON
EAST SANDWICH
EAST SAUGUS
EAST TAUNTON
EAST TEMPLETON
EAST WALPOLE
EAST WAREHAM
EAST WATERTOWN
EAST WAYMOUTH
EAST WINDSOR
EAST WHATELY

4/17/2012

DEHMIS
MARBLEHEAD
CHARLTON
ATTLEBORD
BOSTON
BOSTON
FLORIDA
BELCHERTDWHN
ARLINGTON
BOSTON
BOXFORD
BRAINTREE
BREWSTER
BRIMFIELD
DEDHAM
DENMIS
DOUGLAS
EDGARTON
FALMOUTH
FOXBORD
FREETOWN
GARDHER
HARWICH
HAYERHILL
HOLLISTON
LEE
LEYERETT

LY HN
MANSFIELD
MANCHESTER
MATTAPQISSETT
MILTON
NORTHFIELD
NORTON
DRLEANS
0TS
PEMBROOK
PEPPERELL
PRINCETON
SANDWICH
SAUGUS
TAUNTON
TEMPLETON
WALPOLE
WAREHAM
WATERTOWN
Wa¥MOUTH
WINDSOR
WHATELY

SAGAMORE
SAGAMORE BEACH
SALISBURY BEACH
SANDHILLS
SANTUIT
SAUNDERSYALE
SAXONYILLE
SCANTIC

SCITUATE CENTER
SCOTLAND
SEASIDE
FHAKERVILLAGE
SHAKERVILLAGE
SHATTUCKYILLE
SHAWSHOON ¥ILLAGE
SHELBURNE FALLS
SHELDONYILLE
SHIRLEY CENTER
SHORE ACROS
SILYER BEACH
SILVER LAKE
SIATEEN ACRES
SMITHS

SMITHS FERRY
SMITHYILLE
SOLDIERS FIELD
SOUTH

SOUTH ACTON
SOUTH AMHERST
SOUTH ATHOL
SOUTH ATTLEBODRO
SOUTH BARRE
S0UTH BERLIN
S0UTH BOSTON
S0UTH BRAINTREE
SOUTH CHATHAM
SOUTH CHELMSFORD
SOUTH DARTMOUTH
SOUTH DEERFIELD
SOUTH DENMIS
S0UTH DUKBURY
SULTH EASTON
SOUTH EGREMONT
SOUTH ES5EX
SOUTH GROVELAND
SOUTH HADLEY FALLS
S0UTH HAMILTON
SOUTH HANOYER
SOUTH HANSON

BOURNE
BOLIRNE
SALISBURY
SCITUATE
BARNSTABLE
SOUTHBRIDGE
FRAMINGHAM
HAMPDON
SCITUATE
BRIDGEWATER
PLYMOUTH
HARVARD
SHIRLEY
COLRAIN
ANDOYER
SHELBURNE
WRENTHAM
SHIRLEY
SCITUATE
FALMOUTH
KINGSTON
SPRINGFIELD
ENFIELD
SOUTH HADLEY
BARRE
BOSTON

FALL RIVER
ACTON
AMHERST
ATHOL
ATTLEBORO
BARRE
BERLIN
BOSTOM
BRAINTREE
CHATHAM
CHELMSFORD
DARTMOUTH
DEERFIELD
DENNIS
DUXBURY
EASTOM
EGREMONT
ES35E
GROVELAND
SOUTH HADLEY
HAMILTON
HANOVER
HANSON

A-2 Page 11 of 15



EASTON CENTER
ESSEX

FAIRTOWN
FAIRVIEW
FALMOUTH HEIGHTS
FAYYILLE

FEDERAL

FEDERAL RESERYVE
FEEDING HILLS
FENTONYILLE
FISHERVILLE
FISKDALE

FLINT

FLOREMCE
FORESTDALE
FOREST HILL
FOREST PARK
FORGE VILLAGE
FORT DEYENS
FOXYALE
FRANKLIN PARK
FRAMINGHAM CENTER
FRENCH KING BRIDGE
FRESH BROCK
FURNECO

GATES CROSS
GILBERTYILLE
GLENDALE

GLEN HILLS
GRAMITEYILLE
LRANYILLE CENTER
GREEN HARBOR
GREENWICH ¥ILLAGE
GREENWOOD
GRISWOLDYILLE
GROVE HALL
GLHSSET

GURNEY CORNER
HANOVER CENTER
HANOYER STREET
HARTSYILLE
HARWICHPORT
HATCHYILLE
HATNOTNE

HAYDEN ROW
HAYDENYILLE
HEBRONVILLE
HICKAYILLE
RIGHLANDS

4/17/2012

EASTON
BOSTON
SHREWSBURY
CHICOPEE
FALMOUTH
SOUTHEORD
BOSTON
BOSTOMN
AGAWATM
BRIMFIELD
GRAFTON
STURBRIDGE
FALL RIVER
MORTHAMPTON
SANDWICH
BOSTON
SPRINGFIELD
WESTFORD
AYER
FOXBORD
BOSTON
FRAMINGHAM
MONTAGUE
WELLFLEET
HARDWICK
GEORGETOWN
HARDWICK
STOCKBRIDGE
GEORGETOWN
YWESTFORD
GRANYILLE
HARCHFIELD
GREENWICH
WAKEFIELD
COLRAIN
BOSTON
FALMOUTH
HANSON
HANOVER
BOSTON

MEW MARLBORD
HARWICH
FALMOUTH
DANVERS
HOPKINTON

WILLIAMSBURGE

ATTLEBORD
DARTIMOUTH
SPRINGFIELD

S0UTH HARWICH
SOUTH HINGHAM
SOUTH LEE

SOUTH LINCOLN
SOUTH MIDDLEBORG
SOUTH NATICK
SOUTH ORLEANS
30UTH POSTAL ANNEX
SOUTH ROYALSTON
S0UTH SANDISFIELD
SOUTH SANDWICH
SOUTH SOUTHVILLE
SOUTH SUDBURY
SOUTH SWANSEA
S0UTH TRURD
S0UTH YERNON
SOUTH WALPOLE
SOUTH WaRERAM
SOUTH WELLFLEET
S0UTH WESTPORT
SOUTH WEYMOUTH
SOUTH WILLIAMSTOW N
SOUTH WORTHINGTON
SOUTH YARMOUTH
SOUTHFIELD
SPRINGYILLE
SPRUCE CORNER
SOUANTL
STANDISH

STATE FARM

STATE HOUSE

STATE LINE

STEEP BROOK
STERLING JUNCTION
STILL RIVER
STOCKBRIDGE BOWL
STONYBROOK.
TATHUCK
TEATICKET
TEMRYYILLE
TERMINAL
THORMDIKE

THREE RIVERS
TITICUT

TOUISSAT

TOWER HILL
TOWHNSEND HARBOR
TREMONT

TREMONT

HARWICH
HINGHARM
LEE

LINCOLN
MIDDLEBORG
NATICK
DRLEANS
BOSTON
ROYALSTON
SANDISFIELD
SANDWICH
SOUTHEBRRO
SUDBURY
SWANSEA
TRURD
NORTHFIELD
WALPOLE
WAREHAM
WELLFLEET
WESTPORT
WEYMOUTH

WILLIAMSTOWN

WORTHIHGTON
YARMOUTH

MEW MARLBORG
WINCHENDON
ASHFLELD
QUENCY
HANOVER
BRIDGEWATER
BOSTON

W, STOCKBRIDGE

FALL RIVER
STERLING
HARVARD
STOCKBRIDGE
WESTON
WORCESTER
FALMOUTH
PALMER
BOSTON
PALTIER
PALMER
BRIDGEWATER
SWANSEA
WAYLAND
TOWNSEND
BOSTON
WAREHAM
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HILLSBORO
HINGHAM CENTER
HODGES YILLAGE
HOOSAC THHHEL
HORSE NECK BEACH
HOUGH'S HECK
HOLUSATONIC
HUMTSYILLE
HYANNIS
HYANNISPORT
HYDE PARK

{HDIAN DRCHARD
INGLESIDE

ISLAND CREEK
JEFFERSON
KEMDALL GREEN
KEHDALL SQUARE
KEMKAPOGRT
KNIGHTYILLE
KOMNKAPOT

LAKE PEARL
LANASYILLE
LARNEDYILLE
LAUREL PARK
LEEDS

LEMGX DALE

LINE BROOK
LiwooD

LiTHIA

LITTLE HECK
LITTLE RIVER
LITTLETOM COrMMOMN.
LOCE ¥ILLAGE
LOMG ISLAND

LONG PLAIN
LOUDYILLE

LOWER MILLS
LYHNFIELD CENTER
LYOMNSYILLE
LUDLOW CENTER
MAGNOLEA
MANCHAUG
MANCHESTER
MARBLEHEAD MECK
MaRa HILL
MARATON'S HILL
MATFIELD
MATTAPAN
MADFORD HILLSIBE

4/17/2012

LEVYERETT
HINGHARM
OXFORR
FLORIDA
WESTPORT
QUMcy

GREAT BARRINGTON
HUNTIHGTON
BARNSTABLE
BARNSTABLE
BOSTON
SPRINGFIELD
HOLYOKE
DUXBURY
HOLDEN
WEATON
CAMBRIDGE
HEW MARLBORO
HUNTINGTON
NEW MARLBORD
WRENTHAM
GLOUCESTER
DXFORD
HORTHAMPTON
HORTHAMPTON
LENOX
IPSWICH
UXERIDGE
GOSHEN
IPSWICH
WESTFIELD
LITTLETON
SHUTESBURY
BOSTON
ACUSHNET
EASTHAMPTON
MILTON
LYMNFIELD
COLRAIN
LubLOWw
GLOUCESTER
SUTTON
SUTTON
MARBLEHEAD
FMARSHFIELD
BARNITABLE
BRIDGEWATER
BOSTON
MADFORD

TUFTS COLLEGE
TULLY

TULLY¥ILLE
TURMERS FALLS
UNIGNYILLE
UPHAMS CORNER
YINEYARD HAVEM
WABAN
WADSWORTH
WAQUQIT

WARD HILL
WASHINGTON SOUARE
WATERYILLE
WATERYILLE
WAYERLY

WAIR

WELLESLEY FARMS
WELLESLEY HILLS
WENDALL DEPOT
WEST ACTON

WEST BARNSTABLE
WEST BECKET
WEST BERLIN
VWEST BOXFORD
WEST CHATHAM
WEST CHELMSFORD
WEST CHOP

WEST CONCORD
WEST CUMPMINGTON
WEST DEMHIS
WEST DUDLEY
WEST DUXBURY
WEST FALMOUTH
WEST GRANYILLE
WEST GROTON
WEST HAMILTON
WEST HARWICH
WEST HATHIELD
WEST HAWLEY
WEST HYANNISPORT
WEST LYNN

WEST MANSFIELD
WEST MANSFIELD
WEST MEDFORD
WEST MEDWAY
WEST MILLBLRY
WEST NEWTON
WEST OTIS

WEST PEABODY

MEDFORD
URANGE
ORANGE
MONTAGUE
FRANKLIN
BOSTON
TISBURY
MEWTON
FRANKLIN
FALMDUTH
HAVERHILL
WORCESTER
WINCHENDON
MIDBLEBGRO
BELMONT
TAUNTON
WELLESLEY
WELLESLEY
WENDALL
ACTON
BARNSTABLE
BECKETY
BERLIN
BOXFORD
CHATHAM
CHELMSFORD
TISBURY
CONCORD
CUMMINGTON
DEHNIS
DUDLEY
DUXBURY
FALMOUTH
GRANYILLE
GROTON
HANOVER
HARWICH
HATFIELD
HAWLEY
BARNSTABLE
LYNN
PMANSFIELD
MANCHESTER
MEDFORD
MEDWAY
MILLBURY
HEWTOH
aTis
PEABODY

A-2
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FALROSE HIGHLANDS
FANAUHAUT
MARRICK
MARRIMACPORT
MILBRODK
MILLER'S FALLS
MILLINGTON

MILL RIYER

FHNOT
FIONPONSATT
MONROE BRIDGE
MONTAGHE CITY
MONTELLO
FMONTYILLE
MORNINGDALE
MORSEVILLE

T, HERMOHN

MY, ST. JAMES

7. TOM

MYRICKS
FANTASKET
MANTASKET BEACH
MASHOBA

HALUSET BEACH
NAVY YARD

NEY LENOX

NEW LEVERETT
HEWTON CENTER
NEWTON HIGHLANDS
MEWTON LOWER FALLS
HEWTON UPPER FALLS
HEWTONYILLE
NORTH MANS' LAND
MORTH MANS' LAND
HORTH MANS' LAND
HOBACOT

NONGUIT

HORFORE DOWNS

4/17/2012

MALROSE
FALMOUTH
WEST SPRINGFIELD
MARRIMAC
DUABURY
MONTAGUE
NEW SALEM
MEW MARLBORO
SCITUATE
HANSON
MONROE
MONTAGUE
BROCKTON
SANDISFIELD
BOYLSTON
HATICK
HORTHFIELD
WORCESTER
EASTHAMPTON
BERKLEY
HULL

HULL
WESTFORD
EASTHAM
BOSTON
LENDX
LEVERETT
HEWTON
HEWTON
MEWTON
NEWTON
NEWTON
CHILMARK
MARTHA'S YINEYARD
GAY HEAD
FRAMINGHAM
DARTMOUTH
DUINCY

WEST QUINCY

WEST ROXBURY
WEST RUTLAND
WEST 3I1DE

WEST SOMERYILLE
WEST STERLING
WEST STOUGHTON
WEST SUTTON

WEST TOWNSEND
WEST UPTON

WEST WAREHAM
WEST WARREN
WEST WHATELY
WEST WORTHINGTON
WEST YARMOUTH
WESTDALE
WESTPORT FACTORY
WESTFORT POINT
WESTYILLE

WHITE HORSE BEACH
WHITE YALLEY
WHITHHSYILLE
WHITNEY
WHITTENDON
WIANNKO
WILKONSONYILLE
WILLIMANSETT
WINCHENDON SPRINGS
WINDMERE

WINTER HILL
WOLLASTOH

YOOD END

WOODS HOLE
WOODYILLE
WORONOCO
YARMAOUTHPORT
ZOAR

ZYLONITE

DUINCY
ROXBURY
RUTLAND
SPRINGFIELD

. SOMERVILLE

STERLING
STOUGHTON
SUTTON
TOWENSEND
UPTOM
WAREHAM
WARREN
WHATELY
WORTHINGTON
YARPMOUTH

W. BRIDGEWATER
WESTPORT
WESTPORT
TAUNTON
WESTPORT
BARRE
NORTHBRIDGE
SHAREBORM
TAUTON
BARNSTABLE
SUTTON
CHICOPEE

W INCHEHDON
CHATHAM
SOMERYILLE
QUIHCY
PROVINCETOWN
FALMOUTH
ROPKINTON
RUSSELL
YARIMOUTH
CHARLEMONT
ADAMS
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MILEAGE CHART VIA MAPQUEST

\»MEHH.A. _ ABNER | FT.MEADOW | FRANELIN | EIGHLAND | JUNIPER | MOSELEY | MUNGER | PAPER MILL | S'HAMP | IMS SMS | WHS | VOKE | 1AES PARKSIDE | RUSSELL RD | HEADSTART ST. MARY'S
ASHLEY L ora 0.44 1.44 165 | 387 | 175 | 34 3.92 296 | 3 | 06 |246| 162 05 | 042 3.6 3.04 0.77
ABNER 074 U 082 122 0.81 266 | 178 | 3.64 373 3 | 3030414 25| 099 | 024 | 1.01 333 312 1.02
FT.MEADOW| 044 | 082 - i 41416 1.37 359 | 126 3 32 251 094 196] 134 | 1.04| 024 332 2.65 0.36
FRANKLIN | 144 | 122 1.16 13 267 | 154 | 401 3.49 279 | 1.44 | 2.25| 0.42 | 153 | 126 2.39 237 0.85 —
HIGHLAND | 1.65 | 0.81 137 : 185 | 223 | 421 418 348 | 094 | 2.94| 0.88 | 1.04 | 146 2.09 3.57 147 O
JUNIPER 3.87 | 2.66 3.59 267 1.85 387 | 645 5.92 523|278 | 469 | 262 | 288 | 3.7 2.63 5.4 33
MOSELEY | 175 | 1.78 1.26 1.54 2.23 4.08 232 1562|174 | 14 | 172 | 1.84| 135 37 1.65 088 &
MUNGER 31 | 364 3 4.01 421 645 | 408 i 3.83 557|352 | 5.05| 42 | 342 | 285 6.18 5.28 334
PAPER MILL | 292 | 373 3.2 3.49 418 592 | 232 _ 352|371 | 362 365 | 377 | 367 5.62 37 2.78 <
SHAMP 296 | 3 2.47 275 3.44 519 | 149 | 554 3.49 0.04| 2.96 | 237 | 2.93 | 3.05 | 2.59 4.91 0.16 211
NMS 3 | 3.03 25 2.79 3.48 523 | 152 | 557 352 2.62 4.95 0.12 214
SMs 06 | 0414 0.94 1.44 084 | 278 | 174 | 352 3.71 1.04 3.68 314 1.04
WHS 246 | 25 1.96 225 294 | 469 14 | 508 3.62 2.08 444 2.55 16
VOKE 162 | 099 134 0.42 0.88 262 | 172 | 42 3.65 2.34 312 1.02
IAES 0.5 | 024 1.04 1.53 104 | 288 | 184 | 342 3.77 3.59 3.24 114
PARESIDE | 042 | 1.01 0.24 1.26 146 | 371 | 125 | 285 367 3.42 - 2.74 0.57
RUSSELL RD| 36 | 333 3.32 2.39 2.0 2.63 37 | 618 5.62 3.01
HEADSTART| 2.04 | 342 265 237 3.57 5.4 165 | 528 3.7 226
ST. MARY'S | 077 | 1.02 0.36 0.85 1.47 33 088 | 334 2.78

\n\.\v o ﬁ.j Moy .92

313112005
Addition of Parkside Academy St. Many's
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CARRY OVER INSTRUCTIONS - City Departments

1 Regardless of source of funding, OPEN/BLANKET purchase orders will not be carried over. Purchase orders to
be carried over MUST be for a specific purchase/invoice and for a specific dollar amount.

2 Copies of bills for an open purchase order must be submitted with carry over list. Only exact amounts will be
carried over.

3 All purchase orders opened prior to this fiscal year (FY10) that are not designated to be carried over will be
closed unless a detailed written explanation is included.

4 Personal service carryovers must include employee name, employee number and amount. This list must be on
a separate worksheet.

5 A separate list must be submitted for each department and/or fund. Only one (1) Department and one (1) Fund
per sheet.

6 Each sheet (department/fund) should be totaled.
7 E-mail your carry over lists to m.daley@cityofwestfield.org
After you have e-mailed your carry over list(s), please forward a copy SIGNED by the Department Head.

7/3/2012 A-3 Page 1 of 3



CARRY OVER LIST PER DEPARTMENT / FUND DEPT NAME & NUMBER:

FISCAL YEAR 2012 Total Carry Overs This Page
AUDIT - GENERAL FUND AUDITOR'S USE ONLY M
Current
Vendor/ Balance on | Amt to be Carried
Vendor Name Org # |[Object#| Proj# |[Contract# PO# Employeer # PO Over Total Notes
Total Account 520000 0.00
Total Account 540000 0.00

TOTAL CARRY OVERS GENERAL FUND - AUDITING 0.00 0.00 0.00

Page 2 of 3
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CARRY OVER LIST PER DEPARTMENT / FUND BIEFT AIE & ML=k

™
o
[32]
FISCAL YEAR 2012 Total Carry Overs This Page o
g
AUDIT AUDITOR'S USE ONLY p
Vendor/ Current Amt to be
Vendor Name Org# |Object#| Proj# [Contract# PO# Employeer # [Balance on PO| Carried Over Total Notes
PERSONAL SERVICE
Total Account 51XXXX 0.00
Total Account 51XXXX 0.00
TOTAL CARRY OVERS PERSONAL SERVICE 0.00 0.00 0.00

7/3/2012



CARRY OVER INSTRUCTIONS- School Department

1 Regardless of source of funding, OPEN/BLANKET purchase orders will not be carried over. Purchase orders to
be carried over MUST be for a specific purchase/invoice and for a specific dollar amount.

2 Copies of bills for an open purchase order must be submitted with carry over list. Only exact amounts will be
carried over.

3 All purchase orders opened prior to this fiscal year (FY10) that are not designated to be carried over will be
closed unless a detailed written explanation is included.

4 Personal service carryovers must include employee name, employee number and amount. This list must be on

a separate worksheet.
5 A separate list must be submitted for each department and/or fund. Only one (1) Department and one (1) Fund

per sheet.
6 Each sheet (department/fund) should be totaled.
7 E-mail your carry over lists to m.daley@cityofwestfield.org
After you have e-mailed your carry over list(s), please forward a copy SIGNED by the Department Head.
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CARRY OVER LIST PER DEPARTMENT / FUND

DEPT NAME & NUMBER:

A-4 Page?2of3

FISCAL YEAR 2012 Total Carry Overs This Page
School Department AUDITOR'S USE ONLY
Current
Vendor/ Balance on | Amt to be Carried
Vendor Name Org # Object # | Proj# | Contract# PO# Employeer # PO Over Total Notes
Total Account 520000 0.00
Total Account 540000 0.00
TOTAL CARRY OVERS GENERAL FUND - AUDITING 0.00 0.00 0.00

7/3/2012




CARRY OVER LIST PER DEPARTMENT / FUND

DEPT NAME & NUMBER:

A-4 Page?2of3

FISCAL YEAR 2012 Total Carry Overs This Page
School Department AUDITOR'S USE ONLY
Current
Vendor/ Balance on Amt to be
Vendor Name Org# |Object#| Proj# [Contract# PO# Employeer # PO Carried Over Total Notes

PERSONAL SERVICE

Total Account 0.00

51IXXXX
Total Account 51XXXX 0.00
TOTAL CARRY OVERS PERSONAL SERVICE 0.00 0.00 0.00

7/3/2012




REQUEST FOR AN APPROPRIATION OF FUNDS

A WNPE

~N O Ol

. Enter Department name and complete Section B below.

. Attach to letter to Mayor requesting funds.

. Mayor completes Section A.

. Mayor sends to Auditing for verification of balances/accounts.

. Auditing approves funds and returns to Mayor.

. Mayor forwards to City Clerk for City Council.

. City Clerk verifies date voted by Council and forwards to Mayor for final approval.

Reminder: No letters to Mayor will be accepted without this form.

Department Name

From:

Name of Account
Account Number
Amount

To:

Name of Account
Account Number
Amount

TO BE DETERMINED BY THE MAYOR

REQUEST OF DEPARTMENT

Date:
Verified by Auditor:
Approved by Mayor:
Voted by Council:
Approved by Mayor:
Auditor 8/1/07

4/17/2012

A-5 Page 1of2



REQUEST FOR A TRANSFER OF FUNDS WITHIN A DEPARTMENT

1. Complete form.

2. Attach to letter to Mayor requesting transfer approval.

3. Mayor sends to Auditing for verification of balances.

4. Auditing approves funds and returns to Mayor.

5. Mayor forwards to City Clerk for City Council.

6. City Clerk verifies date voted by Council and forwards to Mayor for final approval.

Reminder: No letters to Mayor will be accepted without this form and no transfers will be forwarded

to City Council without this form attached.

Department Name

From:

Name of Account
Account Number
Amount

To:

Name of Account
Account Number
Amount

Date:
Verified by Auditor:
Approved by Mayor:
Voted by Council:
Approved by Mayor:
Auditor 8/1/07

4/17/2012
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DEPARTMENTAL RECEIPTS - process in MUNIS

Receipts should be deposited as soon as received unless secured in a vault or fireproof safe/cabinet. At the
very least deposits should be processed once a week. The date on the schedule generated by Munis should
be the date of deposit. If you have a Schedule of Department Payment form and it doesn’t seem as if any of
your accounts are applicable, please call the Auditor’s office for a new Charge Code.

Miscellaneous Receipts (non-receivables)

The Miscellaneous Receipts screen is used to record non-receivable payments for items such as fines, fees,
grant checks, donations etc. Charge Codes must already exist for the different items whose payments are
being collected. Business License Receipts are considered miscellaneous receipts and are processed the
same as other miscellaneous receipts.

Permit and Code Receipts
The receipt process in the Permit and Code Module is through an Application Process. See Appendix G-1
for an in-depth process.

Payment Entry

How to Start a Batch

Select Add-Batch from the tool bar or under the Edit function.

Field Description
Entry Date Default
Clerk Default

Receipt Option The default is 0-No Receipts. If you wish to print receipts choose one of the

Other options.

Department Default
Batch Number Default
Deposit Number Leave blank
Interest Effective Date Default

Year/Period Default; should match the entry date.
Press “Enter” to start the first payment.

How to Enter a Payment

Select option from side bar: misc receipt.

Receipt Default

Loc/Dept Enter the department description or department number; Help is available at F9.

Customer Default of "0". The word "CUSTOMER" defaults in on the next line.

Paid By If you wish to reference a particular person or business, use this field. Using ALL
CAPS type in the name you wish. You can do a "find" on this field.

Parcel Leave blank

Charge Code

Charge Description
Quantity

Price

Total Amount

Cash Account

G/L Payment Allocation
Receipt Total Customer
Total

4/17/2012

Use correct charge code from your old schedule of departmental payment to Treas.

Defaults in from charge code.

Use $ (dollar amount) of receipt.

Default of "1" from charge code.

Defaults in from Quantity x Price. Should be amount of receipt.
Defaults in; do not change.

Defaults in from charge code; can be changed but shouldn't be without discussion with

Auditor's office.
No access to these fields.

A-6 Pagelofb



Second Screen: Apply Payment

Last Recpt for Cust?

Payment Method

Check/Reference #
Addl Payment Ref.

Receipt Option

Indv.Receipt Format
Printer

Print GL Accounts?
Validate?

Effective Date

Total This Receipt
Total for Customer
Reference

Paid by Customer #
Paid by Reference

Total Remitted

Change Due

Correct?

4/17/2012

Will the customer be paying another bill or is he finished for day? This lets you keep a
running total for customer so that he can pay a total amount at end of the transactions.
If "N", you must continue with the same customer until finished and enter "Y" here.

Check, cash, credit card, multiple. Help available at F9. If multiple used a Payment
Method screen displays to record payment methods

if applicable, the check or credit card number.

Enter any additional payment references here.

Defaults in from batch header but can be overridden. If "0", when you enter you will be
automatically be brought to "Effective Date" as next entry. If used other than "0",
you will move to the next line to describe the format.

Choose the appropriate format.

Defaults to your printer if you are printing. Help

Do you want GL Account printed on receipt

Enter "N".

The date the receipt is effective.

Gives the total amount of current receipt you are processing.

Gives the total amount of all receipts paid by this customer during this transaction
Leave blank

Defaults from Payment Entry Screen.

Defaults to first 20 characters of "Customer Name" field; can be overridden.

Defaults to amount of receipt but can be overridden if customer has change due. Enter
the amount of cash you receive here. If "Payment Method" is 9 you cannot access

this field.

If you entered an amount of cash in "Total Remitted", then the change due will
automatically calculate.

Is the information correct?
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Payment Proof

This report is used to proof released and unreleased batches. There is no option to post the journal entries.
Here you can select batches from a given entry date or range, by department, by clerk, or by batch number.

Select Find from the tool bar or under the Edit function.

Batch Type Do you want to process "P"ayment, "R"efunds, “R”eversals, "T"ransfer, or
"W"riteoffs.

Batch Status "R"eleased or "U"nreleased?

Include Receipt

detail? Enter "Y" to include receipt detail on each receipt; "N", not to.

Batch Entry Date User may select a specific date, a range, or leave blank for all dates.

Department The department code or leave blank for all departments.

Clerk A specific clerk ID, or leave blank for all.

Batch Number When you use this field during a "Find", enter a specific batch number or range of
batch numbers to be processed or leave blank for all.

Deposit Number When you use this field during a "Find", enter a specific deposit number or range

of deposit numbers to be processed or leave blank for all.

When you find the batch (es) you are looking for select the “Output” function. A screen will display with
different options regarding how to print your report. It really doesn’t matter how you print it; this report is
for you. Hit “enter” and the report will print on your default printer. You should receive 5 different reports
as part of this proof:

Payments Journal Proof Batch Summary — Shows batch information such as number of batches
and number of receipts and total dollar amount for all batches.

Payments Journal Proof Miscellaneous Cash Receipts — Shows Customer Names, Charge Codes,
and GL Accounts.

Payments Proof Charge Distribution Summary — Shows A/R Codes totals with detailed Charge
Codes.

Payments Journal Proof Account Distribution Summary — Shows General Ledger Journal Entries.

Please check these reports and make sure all information is correct and totals are all the same. After
verification then exit this menu.
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Schedule of Departmental Payments (exhibit R-1; R-2)

This program prints a report of miscellaneous revenues received, sorted by Department Code. You can opt
to see records still in proof, or posted (history) records.

Select “Define” from the left menu.

Payment Record
Type

Clerk ID

Receipt Date
Receipt Number
Loc/Department
Reference Number
Report Date

GL Acct Summary by
Department

GL Acct Summary at
End of Report

Determines which records are selected for the report, Proof or History.

The range of clerk ID's to include in report.

The input receipt date range. Accepts any valid date. Defaults to today's date.
The range of receipt numbers to include in report.

The valid Department Code or leave blank for all.

A user-assigned reference number that prints on line 3 of the report.

The user-assigned date that prints on line 3 of report.

Enter "Y".

Enter "Y".

After you establish what report you are running, you choose “Select” from the left menu. After your
records are selected, “Output”. This is the document your department head will sign. You will then bring
your funds to the Treasurer’s office where this document will be signed by someone there and this schedule
will be copied — original to Treasurer, 1 copy to department, and 1 copy delivered to the Auditor’s office

and filed.

Once you have printed your “Schedule of Departmental Payments to Treasurer” you will need to
return to the “Payment Entry” screen. At this point you will bring up your batch(s) to be released.

Select “Output-Rel” from the left menu. A number of print options will appear on a screen, for
example, Include payment details for each receipt. You may choose whichever reports you wish. A

report will print and then you will be asked to “Release this batch?” If everything is correct, (which
it should be as you have already printed your deposit), then simply say “Yes.” From this point on,
you will not be allowed to enter/correct/change this batch. Any corrections will have to be done
through the Treasurer’s office.

4/17/2012
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RETURNED CHECKS

If a vendor returns a City of Westfield check with a current fiscal year date, please fill out and sign form
“Vendor (City of Westfield) Check to be Voided” (exhibit R-4) and deposit with the City Treasurer.

If the money being returned is applicable to a prior fiscal year, do not attempt to deposit these funds into
your current budgetary accounts. Please use the payment entry function with the charge code of Prior Year
Revenues. If you don’t currently have that charge code, call the Auditor’s office and we will add it. There
are a couple of exceptions to this so if you have any questions, please call the office.

If a company owes us a refund and they send their own check, please fill out “Expended Return” form
(exhibit R-3) and deposit with the Treasurer. The same rules stated above follow with regard to prior year
revenues.

If a payroll check is being voided, please fill out “Void/Cash Payment” form (exhibit PA-4) and deposit
with the Treasurer.

REPORTS
There are a variety of reports that can be printed from Munis regarding your receipts. Eventually, we would

like to use the information compiled from all revenues to generate fee increases and project budgetary
needs specifically by revenue category.
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Superintendent of Schools

22 Ashley Street

— Westfield, MA 01085
16D : Telephone: (413) 572-6403
;ﬂSLIC _ Fax: (413) 572-6518
SCHOOLS E-mail: suptsofc@mail.ci.westfield.ma.us

Dr. Thomas Y. McDowell
Superintendent of Schools

For questions regarding the
processes for school

: . department, contact the School
TO: New Hourly Employees ‘ , Business Office for clarification.

FR: Dr, Thomaj Y-
Superintendlen

"RE: New Hire Procedures

WéIcome to the Westfleld Public Schools!

As a new employee, you are responsible for completing and returning all of the
paperwork given to you by the Human Resources Office. Please be advised that
you will not receive a paycheck until all of your paperwork has been completed and
returned. If you have any questions regarding these forms, please contact the
Human Resources Office at 572-6550 and/or the Benefits Office at 564-3176.

TIMECARDS

The Westfiéld Public Schools uses timecards to gather your weekly hours worked.
You are required to complete and submit a timecard at the end of each week. You
must fill out the timecard, sign it, and submit it to your immediate
supervisor/principal for approval and signature. Please check with school office
personne! for the correct procedure in your building regarding timecards (when
they are due, where to turn them in, etc.). It s very important that this timecard
be filled out correctly, as this is what generates your paycheck. If you have any
questions regarding your work hours, hourly rate, and/or job title, please check
with your immediate supervisor.,

Please make sure that al! time cards are filled out completely and accurately. We
cannot stress enough the importance of this, Attached please find a sample '
timecard for you to use as a guide for completing your weekly timecard. You will
be paid from the information that is found on your timecard. A timecard filled out
incorrectly could result in your NOT being paid.
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TIMECARDS (continued):
The following information must be on your timecard each week:

Name - Please print your name clearly, The name you put on your timecard
should be the same name you submitted to the Human Resources Office when you
were hired.

Position
Example: Secretary, Custodian, Paraprofessional, Substitute Paraprofessional, etc.

School

Week Ending ,
Use Friday date as the week ending date,

Employee Number
When you receive your first paycheck, you will find your employee number in the
top left corner of your paycheck stub.

Dates Worked
Month, Day, and Year

Hours Worked
Time In and Time Qut

Total Hours Worked (at bottom of timecard)

There are “code numbers” listed on the right-hand side of the timecard which
should be used to record information for certain circumstances (i.e. vacation day,
sick leave, holiday, personal day, etc.). You must write these codes on your
timecard regarding any absence(s) you may have.

Employee’s Signature

Supervisor’s Signature

It is very important that your timecard is completed correctly. A timecard
incorrectly filled out could result in any of the following:

1. An incorrect paycheck

2. No paycheck

3. Incorrect reporting of iliness days, vacation days, etc.

PAYROLL oun fff W F(WIC LY

Qur-payroit-runs-eneweek-behind-the-s . Paychecks are issued

each-Friday and are distributed through the school offices. Please check with your
f %}f\school office personnel for specific details.
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PAYROLL (continued):

It is your responsibility to check your weekly paycheck stub and review your
information (i.e. deductions, benefits, pay rate, absences). Please check your direct
deposit paycheck stub as well. If you find any discrepancies, please contact the
applicable office immediately. We have listed all of the telephone numbers at the
end of this memo.

Please note that we do have “early” payrolls throughout the year. Each
supervisor/principal is notified by memo as to when these payrolls occur. These are
usually weeks prior to a Monday holiday and all holiday weeks such as Thanksgiving,
Christmas, etc. Your timecard will need to be submitted early on those weeks.
Please check with your supervisor/principal for directions. If you have any
questions regarding your paycheck, please feel free to call the Payroll Office at
572-6434,

FORMS

In addition to Indicating an absence on your timecard with a reason code, a form
must be completed whenever you are absent from your building. Your
supervisor/principal is responsible for authorizing any and all absences and to make
sure that this information is reflected correctly on your timecard.

You are required to complete and Employee Reporting Form — Claim for Sick
Leave form when you are absent,

We have attached the forms that you should use if needed. You may also get all of
the necessary forms from your school’s office personnel. If you have any questions
about these forms, you should contact the Human Resources Office at 572-6550.

CHANGES

[f you have an address change, name change, etc. you must communicate the
change to your school office. Your school office will then communicate this to the
Human Resources Office, who will then update your information in the computer.
In closing, please remember that if you have any questions, help is just a telephone
call away. Your school office personnel will be able to guide you and direct your
calls.

Human Resotirces 572-6550
Benefits 564-3176

Payroll 572-6434

Business Office 572-6407
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SAMPLE
- Time Card

You must use codes as needed

B-1 Page4of8

Use Friday Week Ending Date

\

On actual timecard
there are many
more codes — these
are representative
samples only.

Your signature here

Supervisor signs here

|Westfield Public Schools - Weekly Time Report S
Employee : Name John Doe Work Week Ending  £/19/08
School  Moseley Positign  Custodian
Clock Time

Day Date In Qut Hrs Min Code # Codes:

Monday 511512006 7:00 3:00 8 ' 01 lliness 17 112 Vacation _
02 122 lliness 18 Jury Duty

Tuesday 5/15/2006 | 7:00 . 3:00 8 01 04 Wirk. Comp 20 Matemity N/S
05 Wrk. Corp NIP 21 Matemity S

Wednesday | 5/15/2008| 7:00 3:.00 8 06 Personal Day 22 Other

Thursday | 5152008 7:00 | 3:00 8 John Doe )
Employee's Signature

Friday 5M5/20061 7:00 300 8 Mary St N
Supervisor's Signature(Approved)

Saturday 40 Regular Hours Total

Sunday Overtime Hours Total

Deuble Time Hours Total
Employee # 00000 Rate Per Hr. Budget Code
T
5 Digit Employee Number
{(Found on your paycheck)

4/17/2012



WESTFIELD PUBLIC SCHOOLS
22 ASHLEY STREET
WESTFIELD, MASSACHUSETTS

YACATION REQUEST - CUSTODIANS

. Date:
FROM: S SCHOOL:
TO: Stephen A. Hagen '
- VIA: Business Manager
SUBJECT: REQUEST FOR VACATION
From: to:

Mo. Da. Yr. Mo. Da.

Other:

Yr.

' Total number of vacation days in above request: days

~ Vacation entitlement; days
“Vacation days used prior to above request: .~ days

Employee's Signature

Donot write below this 1me,a==1=*****************************************

Supervisor's recommendation:

Vacation entitlement: __days
Vacatlon used prior to this request: . _days

Approval by Senior Custodian for West(icld High, Vocational High and Middle Schools.

Senior's Approval:

_ Principal’s signature 7 Date
Business Manager’s signature R Date
Steven A. Hagen ' Date

Human Resources Director

cct Bmployee
Payroll
Senior Custodian
Business Manager
Principal

4/17/2012 °

6/16/05
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WESTEIELD PUBLIC SCHOOLS
22 ASHLEY STREET
WESTFIELD, MA 01085

WESTFIELD PUBLIC SCHOOLS CUSTODIANS ASSOCIATION

FROM: SCHOOL/DEPT:

TO: Mr. Stephen A. Hagen, Director of Human Resources

VIA: , Principal/Supervisor

SUBJECT: Request for Temporary Leave of Absence on:

month day  year

Iam requesting a temporary leave of absence on the date noted above under the
provision of the Working Agreement:

Article: Section: Number;

Facts or circumstances relative to this request are:

- Employee's signature

Business Manager’s signature/recommendation

DATE;

Principal’s signature

Stephen A. Hagen, Director of Human Resources

cc: Employee
Payroll
Senior Custodian
Business Manager

Principal 6/16/05
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WESTEIELD PUBLIC SCHOOQOLS
22 ASHLEY STREET
WESTFIELD, MA 01085

WESTFIELD PUI:’»LIC SCHOOLS CUSTODIANS ASSOCIATION

DATE:
FROM: SCHOOL/DEPT:
TO: Mr. Stephen A, Hagen, Director of Human Resources
VIA: Business Manager
PLEASE VOID MY REQUEST FOR:  VACATION PERSONAL DAY

(Circle one)

on
Signature:

(Employee)
Principal’s signature: Date:
Business Manager’s signature: Date:
Signature: Date:

Stephen A, Hagen, Director of Human Resources

cc: Employee
Payroll
Senior Custodian
Business Manager
Principal

4/17/2012

6/16/05
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EMPLOYEE REPORTING FORM (¥)
Claim for Sick Leave

Employee’s Name Address

Position/Building Assigned

Please write out the following information in support of your Claim for Sick Leave,

1. Give date(s) of absence:

2. State the reason for absence(s):

3. Did a doctor attend you? __Ifso, give doctor’s name and address:

4. Did you engage in any activity outside your home during your normal work day(s)?

If so, explain the reason and the activity?

5. Ina planned absence did you report your expected absence in advance?

. Give date and time of report:

How was the repott made?

I affirm that my answers and statements above are true and will bé relied upon by my
Supervisor to determine the validity of my claim.

BEmployee’s Signature: ‘ Date:

4/17/2012 B-1 Page 8 of 8
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TIME AND ATTENDANCE

1. Time Cards are to be filled out as usual by each hourly
employee, signed and kept in your building.

2. Daily Attendance Sheet should be used to take the daily
attendance in your building, /ﬂM

3. Substitutes will be reported via email to Kathleen Sixt +
(k.sixt@mail.ci.westfield.ma.us ) in payroll and cc it to Chris
Sadowski (c.sadowski@maﬂ.ci.westﬁeld.ma.us) in payroll as
well. A form will be on the computer for you to fill out.

4. Forms must be received from all personnel who are absent
for any reason. A copy of each form should be sent to the
payroll office weekly attached to the Earnings Worksheet.
You must also keep a copy of these forms in your building’s
files. '

5. Review your weekly Earnings Worksheet issued by the
Computer Center every week around Wednesday afternoon
or Thursday morning to be sure no one is missing from your
list or needs to be added to your list. If someone is new to
your building and not on your list a Personnel Action Form
must be completed on the person added to your building,

6. Check to be sure your Time Cards, weekly Earningg
Worksheet and absence forms all match prior to sending the
completed packet via interschool mail on Fridays. The
Earnings Worksheet must be signed by the principal.

7. Paid Holidays have to be entered on each houtly person using
pay type 500.

8. Non paid Holidays should be entered on each hourly person
using Leave without Pay with a reason of holiday (39).

9. Attendance on Mondays cannot be started uniil after 1:00pm,

You will need to create in your building a “Job Pay” filing system
for the weekly Time Cards, Earnings Worksheets and Forms.
There will be on-site audits of this information and everything
needs to match the payroll submitted for each week.,

B-2 Page 2 of 39
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ACCRUALS

TYPES

VACATION

SICK.

PERSONAL

LEAVE WITH PAY**
LEAVE WITHOUT PAY*#*

**ACCRUAL TYPES LEAVE WITH PAY AND LEAVE
WITHOUT PAY HAVE TO BE RECORDED WITH A
PERSONNEL REASON CODE.

PERSONNEL REASON CODES TO USE WITH

LEAVE WITH PAY AND LEAVE WITHOUT PAY

Association Business/Union Business - 43
Bereavement- 50

Curriculum — 100

Family Illness — 18

Field Trip - 57

FMLA —non-pay ~ 112

Holiday — 39

Incentive Earned Day - 92

Jury Duty - 52

Maternity — non-pay — 103
Maternity — sick paid - 102
Military — 53

Non Pay - 126

Professional Development — 101
School Closing — 11

Testing - 58

4/17/2012
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22 Ashley Street
Westfield, MA 01085
Telephone: {413) 572-6407
Fax: {413) 572-2368

;ﬂ;tﬂ | Emalil: p.blair@mail.ci.westfield.ma.us

SCHOOLS

Pamela J. Blair
Business Manager

To: All School Secretaries

From: Pamela J, Blair, Business Manager
Re: Reporting Substitutes

Date: March 27, 2006

As you are all well aware the conversion to our new MUNIS payroll system has resulted
in some changes in how information is collected and communicated. In addition it has
brought to the forefront some “housekeeping™ issues that need to be addressed regarding
the reporting of substitutes. The following information outlines the procedures that must
be. followed when submitting daily substitute information. Please review all of the
sections carefully some information will be a review and some is new.

1. Daily sub lists should only have daily information on it ~ one day one entry and
emailed to Kathleen Sixt and cc: to Chris Sadowski each day by noon . No
accumulation of days! If a sub is in all week he/she must be listed each day: on
Monday and then again on Tuesday, Wednesday, Thursday and Friday. The
payroll office will total the number of days he/she worked.

" 2. Sub Nurses are Unit A-(Teacher bargaining unif) and must be listed on the daily
sheet sent to Kathleen each day.

3. Sub Aides are to fill out a time card when they work (not to be listed on the
sheet), The time card must be received in Payroll each week by Friday at
10:00am, If the time card is not received by 10:00am the sub will not be paid until
the following week. The time card submission day will only change when there is
an early payroll and you will be notified

4. Use the employee number on all substitutes and alphabetize the list of names.

5. Pay close attention to who is working as a substitute in your building to assure
that the information you are emailing daily is up-to-date and accurate.

4/17/2012 ' , B-2 Page 6 of 39



6. Changes/Corrections should be indicated only under the CORRECTIONS section
on the next day’s emailed submission. Any changes/corrections for Friday must
go under the CORRECTIONS section on the next weeks Monday emailed sheet.

7. Review your daily emailed submission form to be sure it does not include
information left over from the prior days submissions, please pay close attention
to the CORRECTIONS section.

8. If you have a long term substitute in your building and there is a substitute in for
the long term sub please be sure to highlight this information on your emailed
daily sheet. Payroll will do a “Time and Attendance™ entry for their absence.

9. All Professional Development/Grant substitute information should continue to be
submitted the same as now; on the yellow form with time cards attached and sent
to the Grants office.

10. Remember to send an email even if you do not have any substitutes in your
building stating “NO SUBS TODAY.”

11. If a person in your building is going to be out on an extended leave, please be sure
the individual contacts Human Resources with the planned dates for their leave,

We have included an updated daily submission form; we have added columns which will
be used by the payroll office only (this form will be emailed to you by Chris Sadowski
for you to save to your desktop). If you need assistance saving this form to your desktop
please contact the Business Office and we can arrange fraining for you.

In addition, we have included an updated list of the substitutes currently active in
MUNIS, including their employee numbers,

As always, if you have any question please contact the Payroll Office at ext. 6434.
Thank you for your assistance with this as well as all of your efforts with Time and
Attendance — Job Pay.

PLEASE ADD THIS TO YOUR TIME AND ATTENDANCE — JOB PAY BINDER.

cc: Human Resources
All Principals
Payroll

4/17/2012 B-2 Page 7 of 39



School] ﬂOUbﬁw U>_<..>ZU _ub.ﬂ.m"

Teacher Name -
EMPOYEE “~pAY [Sub Sub Date .5 DAY Name -
NUMBER Type |Last Name First Name Worked 1 DAY {Last Name First) &
iR T SS St = —_— <

KOO pressseved 2000 OO RO IO HK IO KIKAXKK]

XOOC0CK JEE 00,0004 KR OO OO AKX

JOLOOOXX FOOCCACXXK FOOOAHOCRA RKXXIRXHA XX OO

KOG PS0.0.0.0.0.0.4 KOO XA R OOKHIOIHOLAOOOOAXXX

HOXOOOKXX HOOCTOOK ORI RO KOCOOCOOOOCOCOOCOOCKK,

FAAXHKX HOOOOOOAX FCOOCOO XX XA OOOOTUHIOOKKK

HOOOOOK XOOOOOKXX OO0 OO XA OOCOCOOCOTOOXX

HHOOOOXX XAXOCOOK PAS 000000000 08000000 000000000008 0000000000009004

KXAXXXHKX KOCOCCK OO XA XXX

200X R0CCOOCLK KOOI XOOCOOOOCOOOOCOOOCOOOCXK]

HOOLOCOX K000 KOOI XX OO

CORRECTIONS

st

¥ %@mﬂ

“Pay Type Totals 152

Y
[£)]
[4,]
01]

4

-
[+2}
Q
4/37/




TEACHERS ABSL_.CE SHEET FOR |
PROFESSIONAL DEVELOPMENT SUBSTITUTES ONLY

THIS SHEET MUST BE SUBMITTED WITH TIMECARDS
All Timecards Must Have Supervisory Signature Prior to Submission, and all
| . Professional Development Sub Timecards
Must be at the Grants Office by Thursday Afternoon.

B-* Page 9 of 39
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4/17/2012




4/17/2012

B-2 Page 10 of 39

SOHIw



Page 1 of 1

Katie Isernio

From: Chris Sadowski [c.sadowski@mail.ci.westfield.ma.us]
Sent:  Tuesday, November 08, 2005 4:05 PM

To: Sandy Matyseck (s.matyseck@mail.ci.westfield.ma.us}); Barbara Andrews
(b.andrews@mail.ci.westfield.ma.us); Becky Decker (b.decker@mail.cl.westfield.ma.us); Jessica
LaPanne (j.lapanne@mail.ci.westfield.ma.us); Laurel Worden (L.worden@mail.ci.westfield.ma.us);
Marie Popielarski (m.popielarski@mail.ci.westfield. ma.us)

Cc: 'Katie Isernic’; 'Pam Blair'; 'Merry Towse'; 'Kathleen Sixt'
Subject: Job Pay

11/8/05
Here are a few things to remember regarding job pay. Print this emall, 3 hold punch and
put in your folder.

1. Parent Teacher Conferences and sub is needed. Teacher attendance would be put in
as “Leave with Pay” with a reason of 100 Curriculum Development. This is not an
absence.

2. Leave with Pay for reason of Professional Development is not an absence.

3, Holiday pay type is not an absence.

All the above please put “no” for absence.
Any questions regarding the above please call.

Chris
Payroll

4/17/2012 B-2 Page 11 0f 39
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22 Ashley Street
Westfield, MA 01085
Telephone: (413) 572-6407

BSTEIELD : : Fax: (413) 572-2368
PUBLIC Email p-blair@mail.ci.westfield.ma.us
SCHOOLS -

Pamela J. Blair
Business Manager

To: All Elementary School Secretaries
From: Katie Isernio, Business Office )
Re: MUNIS System — Time and Attendance
Date: November 3, 2005 :

As you are 'well aware the school department is in the process of converting payroll to the
Job Pay — Time and Attendance module in the MUNIS system. There are some personnel
whose weekly schedule is divided among more than one school therefore we have
assigned a “home school” for Time and Attendance purposes. (The check location school
[where you pick up your check] can be different from the assigned “home school”) This
“home school” is for attendance purposes.

Please review the enclosed information regarding the Art, Music, Health and Physical
Education personnel. We have indicated their schedules and the assigned “home school”,

" If'your school is listed as the “home school” you will be responsible for tracking the -
Time and Attendance of the personnel indicated. If your school is not the “home. school”
but the person is scheduled in your building and if they are absent from your building for
any reason then you must call the home school indicated and report the absence. The Axt,
Music, Health and Physical Bducation personnel should continue with the current
procedure and make the necessary call to report the absence from the school they are
scheduled to be working in on the day of their absence.

* We have also enclosed for your use a list of Substitutes who are currently in the MUNIS
- system. Please use the substitute’s employee number when completmg any and all
lnformatlon on substitutes. :
~ Thank you for your cooperation with this procedure.if you have any questions please feel .
. fiee to call me.

. cc; Steve Hagen, Human Resources
Chris Sadowski, Payroll
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Katie Isernio

From: Jessica LaPanne [j.Iapanne@mail.ci.weslﬁeld.ma.us}
Sent:  Tuesday, December 06, 2005 11:42 AM

To: 'secretaries@mail.cl.westfield.ma.us'
Cc: 'Chris Sadowsk!’; ‘k.sixt@mail.ci.westfield.ma.us'; 'Merry Towse'; 'Pam Blair'; 'Katie Isernio’; 'Jim
stucenski'

Subject: Sending Email Attachments

Hi Everyone,

I'm emailing this information fo you because we've come across an issue when sending email attachments,
specifically the daily attendance to the payroll department. What seems to be happening is people are attempting
to send an attachment without having Microsoft Outlook opened first. The email seems as though it's going
through, when In fact it's sitting in the Outbox until Microsoft Qutlook is opened, Once Outlook is opened the
message |5 sent, which could be minutes or hours from when the actual email was created.

What [ think Is happening is people are opening the dally attendance spreadsheet, making the changes, and
clicking the “email” icon in the toolbar. This is ok to do as long as Microsoft Outlook is opened first. If Outlook Is
not opened, the message will sit in the Outbox until it Is opened.

The best way to avoid this from happening Is to open up Outlook first, create your email, “then attach the

document you want to send. You can attach a document by using the “paper clip” icon located next to the “send”

. icon when creating a new email message. You then search for your document under “Look In”, so you rust know
- where you saved your document (ex: desktop, my documents, etc).

f would be happy to stop by and help anybody who feels they need assistance. Please call me with any questions
or concems.

_Jessica LaPanne

Westfield Computer Center
Phone: 572.6565

Fax: 672.6292

4/17/2012 ' B-2 Page 13 of 39
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UNIT A CHEAT SHEET - TEACHER . PAY TYPE 100 - BASE SALARY
SICK DAYS PAY TYPE 481 - SICK - SCHOOL DAILY RATE
Entitled to 15 days per contract year.
After 5 consecutive working days of illness, a doctor's note e¢an _om requested.
Half time teacher entitled to 7.5 days _.um_, contract <mm_..,

PERSONAL DAYS PAY TYPE - 491 - PERSONAL - SCHOOL DAILY RATE

Allowed 2 per contract year. A personal day will not be approved the day before or the day after
A holiday or vacation.

BEREAVEMENT *PAY TYPE - 421 - LEAVE W/PAY - SCHOOL DAILY RATE
*PAY TYPE - 422 - LEVE W/O PAY - SCHOOL DAILY RATE

5 days in the event of spouse, parent or child.

3 days in event of other members of the teacher's family or person as close as family.

FAMILY / SERIOUS ILLNESS *PAY TYPE 421 LEAVE W/PAY - SCHOOL DAILY RATE
*PAY TYPE 422 |LEAVE W/0 PAY - SCHOOL DAILY RATE

5 days at one time requiring bedside care or :o:wmro_a attention by the teacher or the
teacher's spouse, child or parent.

3 days (at m:vm::ﬁm:n__m:wm discretion) requiring bedside care or household mﬂm:ﬁoz
of the teacher's family or persons who are as close as family.

* Pay types 421 & 422 also need a Reason Code

If in doubt regarding any benefit please call the Human mmmocamm office for clarification at 6550.

B-2 Page 15 of 39
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. WESTFIELD PUBLIC SCHOOLS
UNIT A - ATTENDANCE/ABSENTEE REPORT

" Naime: . . L ' Position Emp# Dite

Scheol/Department: _ Grade:

Duates(s) of absence (s):

Chetk réason for absence;
*A1( ) Religious
() Personal (If 1* day is for May or June OR 2™ day is anytime enclose confidential note to principal)
() Legal . »
- () Business_
{ ) Houschold
( ) Family Matter
( ) Medicat
*A2( ) Professional Development (See note below)
*A3( ) Association Business .
*Ad{ ) Legal proceedings relative to teachor’s employment or required by law to bo a witness
AS5( ) Bercavement (Indicate relationship) ’
. ‘A6( ) Family Iliness (Bedside care for immediate family)
*A7( ) Military Duty e
- A8( ) Jury Duty (Attach copy of jury duty notice) |

Otlier-Please specify:

*Must have prior approval of superintendent.of schools or his/her designes, i

;’{ease'notq: I you are requesting reimbursement, submit at least 10 wor. ing days in advance of date, attach copy of registration,,
_ and fill ouf the following Information for approval, If approved, proper reimbursement forms must be Silled out and submitted,

Amount Approved Not Approved  Signature

Registration cost:
Lodging: -
Mileage:
Meals:
Substitute;
-Miscellancous:
FOTAL COST:

Individual Professional Development Plan (attached)
Specify goals request addresses

t

Priricipal/supervisor signature: Date

Superintendent/designee signature: Date:
n:llllllaIIIllllll:llalllll:fiﬂiﬁl—"mm"‘*“—'"ummwnnlilﬁmwml!

Atlention: FOR I;ERSONAL ILLNESS, PLEASE USE EMPLOYEE REPORTING FORM CLATM FOR SICK LEAVE

FOR OFFICE USE ONLYTL FUNDING SOURCE - LEA , GRANTS , OTHER

Form updated: 12/22/05
Dr. T. Y, McDowell
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UNIT B CHEAT SHEET PAY TYPE 100 - BASE SALARY

SICK DAYS
Work 199 days

Work 199 days
but less than
220

PAY TYPE 481 SICK - SCHOOL DAILY RATE

Entitled to 16 days per contract year.
After 5 consecutive working days of illness, a doctor’s note can be requested.

. Entitled to 17 days per contract year. (Voke & High school asst. principals)

After 5 consecutive working days of illness, a doctor's note can be requested.

. Half time teacher entitled to 7.5 days per contract year.

PERSONAL DAYS PAY TYPE 491 PERSONAL - SCHOOL. DAILY RATE

Allowed 2 per confract year. A personal day will not be approved the day before or the day after a holiday

- or vacation.

BEREAVEMENT * PAY TYPE 421 LEAVE W/PAY - SCHOOL DAILY RATE

* PAY TYPE 422 LEAVE W/O PAY - SCHOOL DAILY RATE
5 Q,mzm in the event of spouse, parent or child.

3 days in event of other members of the teacher's family or person as close as family.

FAMILY / SERIOUS ILLNESS * _u>< TYPE 421 LEAVE <<=u>< SCHOOL DAILY RATE

*PAY TYPE 422 rm><m W/O PAY - SCHOOL DAILY RATE

5 days at one time requiring bedside care or household m:msﬁ_o: by the teacher or the teacher's
spouse, child or parent. :

3 days (at superintendent's discretion) requiring bedside care or household attention of the teacher's
family or persons who are as close as family.

*PAY TYPES 421 AND 422 >_,le NEED A REASON CODE
If in doubt regarding any benefit please call the Human Resources office for clarification at 6350.

B-2 Page 18 of 39_
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__WESTFIELD PUBLIC SCHOOLS
UNIT B - ATTENDANCE/ABSENTEE REPORT

Name: . - ' Position Emp# _Dite

Scheol/Department: ' Grade:

Dates(s) of absence (s):

Check réason for absence:
*Al( ) Religious :
( ) Personal (If 1 day is for May or June OR 2™ day is anytime enclose confidential note to principal)
{ ) .Lepal . : :
- () Busingss_

()} Household

( ) Family Matter

( ) Medicdl
*A2( ) Professional Development (See note below)
*A3( ) Association Business .
*A4( ) Legal proceedings telative t6 teacher's employment or required by law to bo a witness

A5( ) Bereavement (Indicate rélationship) . ' T

. ‘A6( ) Family lliness (Bedside care for immediate family)

*A7( ) Military Duty ..
- A8() Jury Duty (Attach copy of jury duty notice)

* Ottier-Please specify:

*Must have prior approval of superintendent.of schools or his/hér designee. i
Flease note: If you are requesting reimbursement, submit at least I 0 working days in advance of date, attach caopy of registration,

and fill out the Jollowing Information for approval. If approved, proper reimbursement forms must be filled out and submitted

Amount roved Not Approved Signature

Registration cost:
Lodging: - _
Mileage: |
Meals:
Substitute:
-Miscellancous:
TOTAL COST:

Judividual Professional Development Plan (attached)
Specify goals request addresses

UNIT A SIGNATURE: DATE:

II‘IIIIIII..IIIIIIII!llllIIIIH.IIIIIIIIlllilllllll‘lllIlllIIIIHIIIIIIIIiﬂlllll!llllilllllllll

Recomméngie(i: Yes: . No:

"

Principal/supervisor signature: Date

Superintendent/designee signature: Date:

IIIIIIIIIIlllllllllllllllllllllll.lIllllllIllIlIIllkllllllllllllkll.llllIllllllllll.l!lllll

Atiention: FOR PﬁRSONAL ILINESS, PLEASE USE EMPLOYER REPORTING FORM CLAIM FOR SICK IRAVE

GRANTS , OTHER

FOR OFFICE USE ONLY - FUNDING SOURCE — LEA

H

Form updated: 12/22/05
Dr. T. Y. McDowell B-2 Page 19 of 39
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WESTFIELD PUBLIC SCHOOLS
22 ASHLEY STREET
- WESTHIELD, MASSACHUSETTS

NON-CONTRACT PERSONNEL

DATE:

FROM: : - . SCHOOL/DEPT,
~ (Name) : '

TO: Mr. Stephen A. Hagen, Director of Human Resoutrces

VIA:. - , PRINCIPAL/SUPERVISOR

SUBIECT: Request fc;r Temporary Leave of Absence on
) ' Date

T am requesting a temporary leave of absence on the date noted above. Facts or
circumstances relative to this request are:

Employee's Signature
Principal/ Supérvisor's Signature & Recc.mjﬁnen_dation " Date
Mr. Stephen A. Hagen, Director of Human Resources Date
cc: Employee
Payroll
Principal/ Superv1sor
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AIDE/UNIT D CHEAT SHEET PAY TYPE 101 - HOURLY

SICK DAYS

PERSONAL DAY

BEREAVEMENT

. 'SERIOUS ILLNESS

PAY TYPE 400 - SICK

Earn 1.25 days each month. New r_qmm 'must work 30 calendar nm<m from start date before

they can be compensated for time off.
Absence form must be oon,_u_mﬂma

PAY ._.<_um 405 - _ummmozk.. IOCW_R .
1 per contract year. Personal day before or after a :o__am< needs approval by HR prior to

taking day.

*PAY TYPE 403 - LEAVE W/PAY HOURLY OR 404 LEAVE W/O PAY - HOURLY
5 days in event of spouse, parent, child or stepchild.

3 days brother, mmwnm_...m_.mz%m..m:ﬂm. immediate in-laws, aunt or uncle.

*PAY TYPE 403 - LEAVE W/PAY HOURLY OR 404 LEAVE W/O PAY - IOC.WCM
3 days per year requiring bedside or household attention by aide, aide's parent,
child or spouse. .

IN ORDER TO BE ELIGIBLE FOR HOLIDAY PAY AN AIDE/UNIT D EMPLOYEE MUST EOW_A.
THE REGULARLY SCHEDULED DAY BEFORE AND AFTER THE HOLIDAY, UNLESS mxocmmo
FOR A BONA m__um _Nm>w02 (i.e E:mmmv

If in doubt regarding any benefit ﬁ_mmmm call the Human mm.mo:_.omm_oaom for clarification at 6550.

Aides work 6 hours per day.
* Pay types 403 and 404 also need a xommo_._ Oon_o : -

OVER
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HOLIDAYS
PAY TYPE - 500 - HOLIDAY HOURLY
The following days are considered holidays and will be compensated at the employees’ regular pay
under following conditions:

>. ._:sm:o:amulm__mo:wmncqanm:amnsoo_mm o_nmma,o:_u..mam< because of the ro:amS
- and such holiday falls within the work week. . :

B. If the holiday falls on .m:a%% and school is closed on Monday because of the ro.zmmu: and if the
. holiday falls within the work week. ,

c. - If the holiday falls on Monday through Friday and school is closed, and if the holiday falls within
the work week. - , .
Martin. Luther King Day. Columbus Day
Good Friday . Veterans Day
Memorial Day Thanksgiving Day
Labor Day : Day after Thanksgiving

In order for an employee to be eligible for holiday pay, the employee must So".._w. the full regularly.

scheduled work day immediately prior fo the holiday and also must work the full regularly
scheduled day immediately after the holiday, unless excused for a bona fide reason.
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S R “WESTFIELD, MASSACHUSETTS / ~

N

AIDES -UNITD

- DATE:

"FROM: SCHOOL/DEPT.

Cis et ta e .o .92 ASHLEYSTREET - - TAmTIEE S

(Name)

- TO: Mr. Stephen A. Hagen, Director of Human Resources

VIA:_- R R _, PRINCIPAL/SUPERVISOR

SﬁB]'ECT quﬁest for Temporary Leave of Absence on :
. - ' Date

1 am reqquesting a témporary leave of absence on the date noted above under the..

 working provisions of the Westfield Education Association - Unit D Working'

Agreement: '

'.Arﬁcle: ‘ - - Séction: : Number;

Pacts or circumstances relative to this request are:

TEmployce's Signature

Prinéipal / Supefvisor‘s Signature & Recommendation Date

- Mr. Stephen A Hagen, Director of Human Resources Date

cc: Em?loyee
Payroll -
4/17/201 Prjljleip_al/ Supervisor AU T NI
012 .
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CU_~ODIAN CHEAT SHEET - PAYTYPE | _s1-HOURLY

SICKDAYS PAY TYPE - 400 - SICK HOURLY
Entitled to 18 sick days per contract year. If hired after .E_< 4st of any given year will

earn 1.5 sick days per month. Must work 30 calendar days after start date to be eligible.

After 5 consecutive days of illness, a doctor's note can be requested.

PERSONAL DAYS  PAY TYPE 405 - PERSONAL HOURLY

Allowed 2 per contract year. A personal day will not be approved the day before or the
day after a holiday or vacation.

Can earn a 3rd personal day (attendance day) if not absent due to illness between
January 1st and June 30th or _EE 1st and December 31st. -

BEREAVEMENT *PAY TYPE - 403 - LEAVE W/PAY HOURLY OR
*PAY TYPE - 404 - LEAVE W/O PAY HOURLY
3 days in event of spouse, parent, child or stepchild.

3 days U_.oﬁ:m_.q.wmmﬁ.ma grandparents, immediate in-laws, near relatives 3&%3@ in .:ocmm-
hold.

FAMILY ILLNESS *PAY TYPE - 403 - LEAVE W/PAY - HOURLY OR
*PAY TYPE - 404 - LEAVE W/O PAY - HOURLY A
~ 5 days a year for SERIOUS illness with appropriate medical documentation from doctor.

_2:ao:wfdmm_.%:mm:<wm:mm;_mmmmnm=.n:m_.E_sm:mmmo:_..ommodamom.
for clarification at 6550. :
. *PAY TYPES 403 AND 404 ALSO NEED A REASON OOUm
CUSTODIANS WORK 8 HOURS A DAY
OVER
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| HOLIDAYS

PAY TYPE - 500 - HOLIDAY HOURLY

For the purposes of this AGREEMENT, the following days i__ be considered holidays, providing, however,

that these are. days on which there is no school;

NEW YEAR'S DAY LABOR DAY

MARTIN LUTHER KING DAY VETERAN'S DAY
WASHINGTON'S BIRTHDAY THANKSGIVING DAY
PATRIOT'S DAY DAY AFTER THANKSGIVING
MEMORIAL DAY . COLUMBUS DAY
INDEPENDENCE DAY CHRISTMAS DAY

In the event that the day after Thanksgiving is a holiday, so that no mav_@mmm in the school system will be

working, it will also be considered a holiday for Custodians.
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WESTFIELD PUBLIC SCHOOLS
22 ASHLEY STREET .
WESTFIELD, MASSACHUSETTS

VACATION REQUEST - CUSTODIANS

" Date:
FROM: SCHOOL: -
TO: Stephen A, Hagen
VIA: Business Manager
SUBJECT: REQUEST FOR VACATION
From: to:

Mo. Da.. Yr. Mo. Da. Y

_ Other:
" Total number of vacation days in above request:: days -
' Vacation entitlement;________'days
Vacation days used prior fo above request: ~____days

Employee's Signature

.Do not write below this line ¥#kdkdkiktk dkk ik iob stk ittt o ko dolok kok

Supervisor's recommendation:
Vacation enfitlement: days
Vacation used prior-to this request:____ days

Approval by Senior-Custodian for Westfield High, Vocational High and Middie Schools.

Senior's Approval:
_ Principal’s signature : ' Date
Business Manager’s signature ' : Date
‘Steven A. Hagen ' Date

Human Resources Director

ce: Employee
Payroll
Senior Custodian
Business Manager

4/17/2012 Principal - L6/ 28 of 39



WESTFIELD PUBLIC SCHOOLS
22 ASHLEY STREET
WESTFIELD, MA 01085

-WESTFIELD PUBLIC SCHOOLS CUSTODIANS ASSOCIATION .

- FROM:___ . _ SCHOOL/DEPT:

- TO: Mr. Stephen A. Hagen, Director of Human Résources

. VIA: _ : , Principal/Supervisor

SUBJECT: Request for Temporary Leave of Absence on:

month day - year

1 am requestmg a temporary leave of absence on the date noted above under the
provision-of the Working Agreement: :

" Article; . Section:_ Number:

Facts or circumstances relative to this request are:

. Employee's signature

. Business Manager’s signature /recommendation

bATE:

Principal’s signature -

- Stephen A.Hagen, Director of Human Resources

cc: Employee
Payroll

~ Senior Custodian

. Business Manager

Principal b 6/16/05

4/17/2012 B-2 Page 29 of 39



WESTFIELD PUBLIC SCHOOLS

22 ASHLEY STREET
WESTFIELD, MA 01085
WESTFIELD PUBLIC SCHOOLS CUSTODIANS ASSOCIATION
(VOID REQUEST)
DATE:
FROM:__ SCHOOL/DEPT: _
TO: Mr. Stephen A. Hagen, Director of Human Resources
VIA: Business Manager
PLEASE VOID MY REQUEST FOR: _VACATION . PERSONAL DAY
(Circle one)

on
Signature:

(Employee)

Principal’s Signature:

Date:

-Business Manager’s Signature:

Date:

Signature:

Stephen A. Hagen, Director of Human Resources

cc: Employee
Payroll
Senior Custodian
Mr. R. Daley

Principal | ©03/23/04
' B-2 Page 30 of 39
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SECRETARY CHEAT SHEET' " .  PAYTYPE-101 =OURLY o -

SICK DAYS PAY TYPE - 400'- HOURLY

10 month 15 days per contract year from official first day of school year. If newly hired after the first day.of
school year will earn 1.5 am%m per month after 30 calendar days. (lllness form must be completed).

12.month 18 days per contract year. If newly hired after the first of the fiscal <mm_. will earn 1.5 days per month
o ‘ after 30 calendar nm«m. E_:mmm form must be completed). .

PERSONAL DAYS -~ PAY TYPE - 405 - wmmmoz.p_. IO.CE.k
2 per contract year. Should be requested in writing along with reason.
BEREAVEMENT - *PAY TYPE -~ 403 - rm.><m W/PAY HOURLY OR 404 LEAVE W/O PAY mm:m_k
5 days in event of spouse, parent or dependent child.

3 days in event of other members of the employee's family or (at the discretion of the superintendent)
persons as close as family. :

FAMILY /SERIOUS ILLNESS - *PAY TYPE - 403 - LEAVE W/PAY HOURLY OR 404 LEAVE W/0 PAY HOURLY
5 am,<m per year requiring bedside or :ocm.m:o_a attention of spouse, parent or dependent child.

3 days per <.mm_. requiring bedside or household attention to otlier members of m_,:u_owmm.m
family or (at the discretion of the superintendent) persons as close as family.

‘If in doubt regarding any benefit please call the Human Résources office for clarification at 6550.
*PAY TYPES 403 AND 404 ALSO NEED A REASON CODE .
SECRETARIES WORK'7 HOURS PER DAY.

OVER
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HOLIDAYS . -

- PAY TYPE - 500 - HOLIDAY - HOURLY

All employees In the fifty-two (52) week group shall receive their regular compensation for each of the

following days off:
New Year's Day Labor Day .
Martin Luther King Day . Columbus Day . : u“
Washington's Birthday Veteran's Day -
Patriot's Day ' Thanksgiving Day
Memorial Day . Day After Thanksgiving
Independence Day Christmas Day -

If a holiday falls on Saturday or Sunday, the m:._u_ou‘mmw shall be compensated with a day off during the work week,

providing
regular c

consecut

» however, that the school Is not in session. Employees in the forty (40) week group shall receive their
ompensation for any holidays that fall within the work week. If neither Christmas Day nor the

ive New Years Day fall within a work week; the forty (40) week employees shall receive compensation for ()

| of those holidays as designated by the School Department.

"B-2 Page 33 of 39
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Westfield Public Schools
22 Ashley Street
Westlield, Massachusetts

VACATION REQUEST - SECRETARIES

Date:

Employee # Empiloyee Name ’ Departiment

To: Mr. Stephen A. Hagen, Director of Human Resource
e

Via: ' Principal/Supervisor

Subject: Request for Yacation

From: fo .
Mo. Day Yr. Mo. Day Yr.

Other: - ' a

Vacation Entitlement: _ days

Yacation days used prior

to above request: days
Total Number of day in réquesf: ‘days
Balance: : cays

Employee's Signature

Do not write below this fine PR SRR R R RO R
Yacation Entiflement: days
Vacation days used prior to above request: . days

Principal/Supervisor's Signature & Recommendation

Steven A. Hagen Date
Human Resources Director

cc: Employee
Payroll B-2 Page 34 of 39
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SECRETARY

WESTFIELD PUBLIC SCHOOLS
22 ASHLEY STREET
WESTFIELD, MASSACHUSETTS

Date:

FROM: - ’ School/Deptg

TO: Mr. Stephen A. Hagen, Director of Human Resources

VIA:_ ;, ' _ L ,fPrincipal/Supervisét

SUBJECT: REQUEST FOR TEMPORARY LEAVE OF ABSENCE ON:

-

Date
I am requesting a‘femporary leave of absenceé on the date noted
dbove under the provisions of the Secretaries Working Agreement:
Articles_  Section: . ) Number:

Facts or circumstances relative to this request are:

Seéretérf's Signature

Principal/Supervisor's Signature & Recommendation Date
Stephen‘A.-Hagen} Director of Human Resources Date
cc: Employee
Payroll
i - . B-2 Page 35 of 39
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22 Ashley Street
. ‘ Westfield, MA 01085
WESTFIELD PUBLIC SC - (213
FUSIHESS HANAGERS f;{Fof-Qf% Telephone: (413) 572-6550
ESTFIELD - 0 -mail: g.hagen@mall.cl.westfield.ma.us
GJAN IO MM 9: 0
PUBLIC |
SCHOQLS

Stephen A. Hagen
Director of Human Resources

_ January 5, 2006
TO: Principals/Supervisors/Administrators
FR: Steve Hagen, Director of Human Resources

RE: NEW “PERSONNEL ACTION FORM™

As you are aware we are in the process of converting to Job Pay on the MUNIS system.
To facilitate this procedure a “Personnel Action Form™ has been created, The form is to
be used for all personnel changes in every building, For example: name and/or address
changes, new hires, maternity leaves (both when employee will go out and when
employee will return), transfers from part time to full time (any change in FTE), transfers
from one building to another, hiring long term subs (teacher/aide), and resignations
(verbal or written).

- The following is the correct procedure for using this form:

1. The top part is to be completed by the principal or supervisor,

2. If completed by a supervisor the building principal must sign off on the form.

3. Ifanew hire, the Reference Check Form should be attached to the Personnel Action

Form.

4. The PAF is then sent to the Human Resources office. This will take the place of the
- “letter of recommendation”. )

5. Nonew hires or transfers will start in any position until they have been officially
. appointed by the superintendent (letter from his office).

- 6. No new hires will start until all paperwork is completed and returned to the
. Human Resources and the Benefits office.
7. Al new hires will be paid a week behind.

This is effective immediately. Please discard any other Personnel Action Forms you

- may have received prior to the one enclosed. This is the only PAF that will be
accepted by the Human Resource office, all others will be returned. If you have any
questions or concerns please feel free to call my office.

SAH/bjm
Enclosures

cc: Pam Blair, Business Manager
School Secretaries
Supervisors
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WESTFIELD PUBLIC SCHOOLS
PERSONNEL ACTION FORM

Please check all that apply aI;d attach documentation DATE:
New Hire Maternity Leave 1 Long Term Sub Resignation
Transfer Job Change Name/Address Change Reactivate

Last Name: First Name: MI:
Address: City: State:
Phone: Job Title: Effective Date:
New Pogition: YES NO previously held by:

Department: School:.

Regular Education: : Special Edu;:ation: ‘ Title I Bilingual:

ﬁrant Funded: YES_. NO NOT SURE:

‘ Supervisors Signature: Principals Signature:_
HUMAN RESOURCE USE ONLY
. | Retfirement Salary Change Reinstatement Termination

. Rgacﬁvate Susperision Benefits Change

Emp Number: ,' S.S#

Job Title:__ Job Class Code: Work location:
Gr/Buw: ]E;ay Frequency: W M | Q .

ORG: OBJ: PROJ FT: PT:____ Check Location:
Birth date: Hire date:_ Service date: Perm date;

Oﬁ;g, Hire: Gender: M F Marital Status:

Grade/Step: Salary: Hourly: Daily:

: ﬁsk Code: EEO Code: BEO Func:

Pay Type: Position Control: Sté.ft Date: End Date:
Benefits: YES NO étipend: YES NO Amt. ... 7 Longevity.

Reason for salary change:

Director of Human Resources

" REVISEDSLAARELIE
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City of Westfield Payroll Change

Personnel Action Form ~ DATE:
(Benefits Office use only)
1100 MEDICARE . YES (default) if hire date prior to 03/31/ 1986 then NO

2920 OBRA (circle one): Yes No

RETIREMENT
713 CITY % 712 Teacher %
7182 CITY 30+ 2% 7172 Teacher 30+ 2%
3000 Fed Tax (circle one):  Married  Single Accruals!
No. dependents ' Start date:
Fed Calc : Sick amount:
~ Fed Calct+ Personal amount:
Fed Fixed - Family illness:
’ Bereavenient:

4000 State Tax (circle one): Martied  Single
No. dependents
State Cale
State Calct
State Fixed'

1l

'?ﬁe'ductions start date: .

" Health Insurance (non taxable)
28112 HMO-IND

.8113 HMO-FAM

8117 Blie Choice —IND

8118 Blue Choice — FAM

8132 Blue Care Elect — IND

8133 Blue Care Elect - FAM

Dental Insutance (non.taxable)
8150 Dental —IND

8151 Dental —FAM

Life Imsurance

8027 BASIC Montht F
‘8220 ELO .
8221 ELO Monthly

8227 VTL

Other Dednctions:
Type: Amount: Reason:
Type: ) Amount: Reason:
Type: : Amount: Reason:
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PAYROLL GENERAL WORK SCHEDULE

MONDAY:

Balancing time and attendance information to complete the payroll

Run Sub information and check for duplicate entries.

Time and Attendance report by pay types for each lor .tion needs to be printed, signed by
our Business Manager/Business Manager Asst and cupied.

Payroll needs to be at the City Auditor’s office by 1:00 on every other Monday.

Start Payroll Process for next payroll.

Review and enter sub information received from Schools/ASEOP daily.

TUESDAY:

Begin gathering information for next payroll and what needs to be done.
Answer questions from Auditing regarding the payroll that went over Monday.
Off Duty and Park and Recreation Billing.

Employment Verifications, Projects and extra work that needs to be done.
Any work created by our Business Office and Human Resource Office.

Other duties such as Retirement applications, Research Paperwork, filing, ete.
Review and enter sub information received from Schools/ASEOP daily.

WEDNESDAY:

Emptying tubs of last payroll and getting tubs organized for next payroll.

Master Changes can be made for next payroll after previous payroll is generated.
Payroll Sheets completed. These would be done for Step Increases, LWOP, New Hire,
any Master changes needed.

Receiving payroll from Computer Center for signature of School Committee for release
of checks on Friday.

Running totals for Grants, Title [, etc.

Review and enter sub information received from Schools/ASEOP daily.

THURSDAY:

Copy Payroll to send to City Hall for release of checks.

Posting Extra Money. (grants, Overtime, Off Duty and Park & Recreation)

Check time and attendance entries made by schools.

Calculations for payroll changes done by Admin Assistant must be in auditing by 1:00
pm on the Thursday before the Monday the payroll is due.

Review and enter sub information received from Schools/ASEOP daily

FRIDAY:

Continue Posting time cards extra money, etc.

Receive Payroll information from Schools

Enter extra money information to Earnings Worksheets for balancing
Review and enter sub information received from Schools/ASEOP daily

Notes:

The above is a general work schedule.

Many situations/interruptions come up from within and outside the school department
that need to be addressed in a timely manner.
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PAYROLL CLERK'S DUTIES

The Payroll Clerks verify the following information each payroll
Pay type used

Entry daily or hourly

Verifying days or hours

. Verifying Dates

Collecting and verifying form used for absence.

Reason code for LWP and LWOP.

. Time card verification

. Totaling hours and days by pay types

Running reports by pay types and amounts each biweekly payroll

e (e N e S o W o W & JE o

Clerk #1 Duties for Payroll
» Collecting ASEQP information from schools listed below,

« Attaching the Substitutes to the attendance by the schools
listed below.
« Balancing the information between ASEOP and time and
attendance daily.
o Collecting forms for absences and verifying information in
time and attendance.
e Check attendance for accuracy. Dates/Pay types, etc. for the
schools listed below.
« Collecting, checking and filing of time cards for schools listed
below
« End of Year/Long Term Sub Teachers back to regular subs in
Munis
« Entering new substitute teachers in Munis
e Off Duty:
e Invoicing
o Deposits
¢ Payments
¢ Spreadsheet for Auditing
o Gathering, organizing and filing ail information from school
department payroll for Off Duty
School Responsible for:
Abner Gibbs
. Juniper Park
Paper Mill
North Middle
Westfield High School
IRC
All time cards for extra time, etc are entered by Clerk #1 for the above
schools.

TO OO0 oW
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Clerk # 2 Duties for Payroli

Collecting ASEQP information from schools listed below.
Attaching the Substitutes to the attendance by the schools listed
below.
Entering attendance for Administration Office
Balancing the information between ASEOP and time and
attendance daily
Collecting forms for absences and verifying information in time
and attendance.
Check attendance for accuracy. Dates/Pay types, etc. for the
schools listed below.
Collecting, checking and filing of time cards for schools listed
below
Employment Verifications
Run Payroil total reports for Administrative Offices
Prepare payroll for School Committee and Business Manager
Signatures to go over to auditing to release the checks.
Payroil transfers and Payroll Maintenances
Summer Program

=  Master Changes

» Time and Attendance

» Balancing

Schools Responsible for:

Early Childhood/Fort Meadow
Franklin Avenue

Highland

Munger Hill

Southampton Rd

South Middle

System

Administration

‘Maintenance

WVTHS

Leave Without Pay (attendance entries need to be made)

All time cards for extra time, etc are entered by Clerk #2 for the above

a.
b.
C.
d.
e.
f.
g.
h.
i
j.
K.
schools.

8/19/2011
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Duties as Administrative Assistant

Supervise and support two employees in the payroll department in receiving
time and attendance in 17 locations involving accruals and possible changes
regarding an employee’s pay status.

Work with City Auditing Department to insure accuracy in the payroll

Work and meet with Admihistration regarding payroll changes, budgeting
and procedures,

Work with Benefits Coordinator to insure accuracy in the payroll

Organization of all letters and Personnel Action Forms recelved from the
Human Resource Office.

Work closely with the Human Resource Department regarding situations
involving accruals, hiring, transfers, etc.

Correspondence to school offices regarding the payroll schedule or changes
to procedure. '

‘Contractual Obligations regarding payroll situations for the following groups:
Unit A, Unit B, Unit D, Personal Contracts, Principals, Non contracts,
Custodians, Secretaries, Cafeteria Workers, Schoo! Committee.

All payroll changes that may require a calculation done by a payroll sheet or
spreadsheet which is checked and verified by our City Auditor’s Office are as
follows,

New Hires

Transfers

Calendar Staff

Carryover _
Contractual Increases
Verification of work days
Payroll Corrections

Extra Curricular Payments
Coach Payments
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Setting up Lump Sum

Stipends for Unit A, Unit D per contracts

Degree Changes

Longevity changes

Step Increases .

Retirement Paperwork including MTRB application
Severance payments

Settlement payments

Long Term Substitutes 31° and 92" day payment changes
Stipends

Unit D vacation pay out and Longevity

10 Month Secretary Vacation pay out

Non pay days

Yoids and Cash payments

® © ©& o o & ¢ O°o © © B e @® ©

Any other duties given by administration

8/19/2011 B-3 Page 5 of 17




PAYROLL PROCEDURE

First Week of the biweekly payroll: .
« A Batch is opened in the Munis System and attendance is entered by

secretary in school building daily by noon each day

+ An Aseop Report is faxed over daily with substitute information

o Sub Aide time cards sent to payroll as soon as they receive them

« Substitutes are attached to attendance information in the batch. This
is done the by the clerk in payroll. '

o All information is checked by Payroli office daily and balanced dally

e End of week the following is received from the schools to the payroll
office:

Time cards in alphabetical order for the week

Copies of Forms for absences in alphabetical order

Alphabetical listing of employees in their building

Pay type report printed with their attendance for the week

signed by

= the Principal/Supervisor of their building/office

« The above information should be verified and accurate when sent to
payroll.

» Payroll clerk responsible for their schools will check and make sure all
information is correct and accurate. See Duties attached.

o Payroll Clerks add any extra money in time and attendance for the
staff in the schools they are responsible for.

Second Week of the biweekly payroll:
« Stay in the same batch opened in the first week and continue to enter

attendance by noon each day.
e An Aseop Report is faxed over daily with substitute information
o Sub Aide Time Cards sent to payroll as soon as they receive them
o Substitutes are attached to attendance information in the batch. This
is done the by the clerk in payroil.
e All information is checked by payroll office daily and balanced daily
o End of week the following is received from the schools to the payroli
office:
» Time Cards in alphabetical order for the week
= Copies of Forms for absences in alphabetical order
= Alphabetical Listing of employees in their buildings
» Pay Type Report Printed with their attendance for the week
signed by the Principal/Supervisor of their building/office.
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CONTINUED PAYROLL PROCEDURES

¢ The above information should be verified and accurate when sent to
- payroll.

o Payroli clerk responsible for their schools will check and make sure all
information is correct and accurate. See Duties attached.

« Payroll Clerks add any extra money in time and attendance each week
for staff in the schools they are responsible for.

This new report is the final report that will need to be signed by our Business
Manager/Business Manager Assistant.

The Administrative Assistant will create a batch for payroll sheets and
spreadsheets for situations that caused a calculation

Each report should be labeled with the school name and school code.

The reports are copied for payroli file.
Originals are put in numerical order and sent over to the City Auditor’s Office
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TIME AND ATTENDANCE

Time Cards
Time Cards are to be filled out completely with employee numbers by each hourly employees including

substitute aides and signed by Principal or Principal’s designee and sent to payroll office in alphabetical
order each week. Check your time cards to make sure filled out properly with proper dates, etc and
check against your list of employees who are hourly and make sure you have one filled out by each
hourly employee each week.

Time cards for professional development or grants need to go to the proper office for approval before
coming to payroil.

Time cards for Substitute Aides should match your Substitute Daily sheet emailed daily by noon each
day to your payroll clerk. If you have no substitute aides please send your daily sheet with “NO SUBS
TODAY”. We need to receive a sheet each day.

ALL TIME CARDS ARE FILLED QUT AND SIGNED BY THE EMPLOYEE. NO ONE SHOULD BE FILLING [N TIME
CARDS FOR ANYONE ELSE UNEESS {7’S AN EMERGENCY SITUATION.

Absences
Absences shouid be put into time and attendance batch by noon each day. One day one entry, for daily

absences no accumulation of days!

Attendance on the first Monday of the biweekly schedute cannot be started until you get the notice
from the computer center.

Paid Holidays have to be entered in time and attendance on all hourly employees by using pay type 500.
Please use your cheat sheet in your time and attendance book for the paid holiday in each bargaining

group.

A form must be filled out for all personnel who are absent for any reason. . Original form goes to
Human Resource with a copy to payroll and a file copy should always remain in the school building.

All requests should be filled out prior to the absence and signed by the Supervisor/Principal unless the
emplovee is ill or there has been an emergency situation. The proper form should be used for your
bargaining group and it should be filled out completely and signed by your Supervisor or Principal. The
payroll copy should be sent 1o the payroll office with payroll each Friday.

All absences more than five days require a doctor’s note. 1t is the person and the school’s responsibility
to make sure a note is received and forwarded to Jane Wood in Benefits Office. :

SUBSTITUTES
Substitute Teachers will be reported by ASEOP and an ASEOP sign in sheet should be faxed to payroll no

later than noon each day.

Substitute Aides need to be recorded on the Substitute Daily Sheet emailed to Payroll Clerk with a copy
to Chris Sadowski each day. Substitute Aides need to fill out a time card for their work that day.
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Personnel Action Form

Any changes for personnel please fill out a Personnel Action Form and forward to Human Resources.
This includes LONG TERM SUB TEACHERS! Make sure PAF has start date and teacher/nurse replacing.
A PAF also should be done on the teacher going out on a LOA with reason, etc. When that teacher
returns another PAF should be done with day returned from LOA.

Run your alphabetical listing of employees in Munis filtering by location. Check over your alphabetical
listing each week and add any new employees not listed and cross out employees no longer in your
huilding but still in Munis at your location.

A copy of your pay type report signed by your supervisor/principal and absent forms in alphabetical
order should be filed in your school! office in case of an on-site audit or questions by Human Resource or
Payroll.
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UNIT A CHEAT SHEET - TEACHER PAY TYPE 100 - BASE SALAR

SICK DAYS PAY TYPE 481 - SICK - SCHOOL DAILY RATE
Entitled to 15 days per contract year.
After 5 consecutive working days of illness, a doctor's note can be requested.
Half time teacher entitled tc 7.5 days vmﬂ contract year.

PERSONAL DAYS PAY TYPE - 491 - PERSONAL - SCHOOL DAILY RATE

Allowed 2 per contract year. A personal day will not be approved the day before or the day after
A holiday or vacation.

BEREAVEMENT *PAY TYPE - 421 - LEAVE W/PAY - SCHOOL DAILY RATE
*PAY TYPE - 422 - LEVE W/O PAY - SCHOOL DAILY RATE

5 days in the event of spouse, parent or chiid.

3 days in event of other members of the teacher's family or person as close as family. |

FAMILY / SERIOUS ILLNESS *PAY TYPE 421 LEAVE W/PAY - SCHOOL DAILY RATE
*PAY TYPE 422 LEAVE W/0 PAY - SCHOOL DAILY RATE

5 days at one time requiring bedside care or household attention by the teacher or the
teacher’s spouse, child or parent. :

3 days (at superintendent's discretion) requiring bedside care or household mﬁm:ﬁ.o:
of the teacher’s family or persons who are as close as family.

* Pay types 421 & 422 also need a Reason Code

If in- doubt regarding any benefit please call the Human Resources office for clarification at 6550.
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UNIT B CHEAT SHEET PAY TYPE 100 - BASE SALARY

SICK DAYS PAY TYPE 481 SICK - SCHOOL DAILY RATE
Work 199 days Entitled to 16 days per contract year.
After 5 consecutive working days of illness, a doctor's note can be requested.

Work 199 days . Entitled to 17 days per contract year. (Voke & High school asst. principals)
but less than After 5 consecutive working days of illness, a doctor's note can be requested.

220
. Half time teacher entitled to 7.5 days per contract year.

PERSONAL DAYS PAY TYPE 491 PERSONAL - SCHOOL DAILY RATE

Allowed 2 per contract year. A personal day will not be approved the day before or the day after a holiday
or vacation.

BEREAVEMENT *PAY TYPE 421 LEAVE W/PAY - SCHOOL DAILY RATE
*PAY TYPE 422 LEAVE W/O PAY - SCHOOL DAILY RATE

5 days in the event of spouse, parent or n::n_..

3 days in event of other members of the teacher's family or person as close as family.

FAMILY / SERIOUS ILLNESS * PAY TYPE 421 LEAVE W/PAY - SCHOOL DAILY RATE
*PAY TYPE 422 LEAVE W/O PAY - SCHOOL DAILY RATE

5 days at one time requiring bedside care or household attention by the teacher or the teacher's
spouse, child or parent. S

3 days (at superintendent's discretion) requiring bedside care or household attention of the teacher's
family or persons who are as close as family.

*PAY TYPES 421 AND 422 ALSO NEED A REASON CODE
If in doubt regarding any benefit please call the Human Resources office for clarification at 6550.
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AIDE/UNIT D CHEAT SHEET PAY TYPE 101 - HOURLY

SICK DAYS

PERSONAL DAY

BEREAVEMENT

SERIOUS ILLNESS

PAY TYPE 400 - SICK
Earn 1.25 days each month. New :_Bm 'must work 30 calendar days from start date before

they can be compensated for time off.

 Absence form must be completed.

PAY TYPE 405 - PERSONAL -~ HOURLY
1 per contract year. Personal day before or after a holiday needs approval by HR prior to

taking day.

*PAY TYPE 403 - LEAVE W/PAY HOURLY OR 404 LEAVE W/O PAY - HOURLY
5 days in event of spouse, parent, child or stepchild.

3 days brother, sister, grandparents, immediate in-laws, aunt or uncle.

*PAY TYPE 403 - LEAVE W/PAY HOURLY OR 404 LEAVE W/O PAY - HOURLY
3 days per year requiring bedside or household attention by aide, aide’s parent,
child or spouse. .

IN ORDER TO BE ELIGIBLE FOR HOLIDAY PAY AN AIDE/UNIT D EMPLOYEE MUST WORIK
THE REGULARLY SCHEDULED DAY BEFORE AND AFTER THE HOLIDAY, UNLESS EXCUSED
FOR A BONA _u__um REASON (i.e illness)

If in doubt regarding any benefit please call the Human Resources office for clarification at 6550.

Aides work 6 hours per day.
* Pay types 403 and 404 also need a Reason Code

OVER
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HOLIDAYS
PAY TYPE - 50C - HOLIDAY HOURLY

The following days are considered holidays and will be compensated at the employses' regular pay

under following conditions:

A " If the holiday wm__m on Saturday and school is closed on Friday _umom:mm of the holiday,
and such holiday falls within the work week.

B. If the holiday falls on Sunday and school is closed on Monday because of the ro:am&r and if the
holiday falls within the work week.’

C. - If the holiday falls on Monday through Friday and school is closed, and if the holiday falls within
the work week. . :
Martin Luther King Day . Columbus Day
Good Friday | Veterans Day
Memorial Day Thanksgiving Day
Labor Day : Day after Thanksgiving

In order for an employee to be mzwﬁ_m for holiday pay, the employee must work the full regularly.
scheduled work day immediately prior to the holiday and also must work the full regularly
scheduled day immediately after the holiday, unless ,mxo:mmn for a bona fide reason.
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CU._: ODIAN CHEAT SHEET PAY TYPE _J1-HOURLY

SICK DAYS PAY TYPE - 400 - SICK HOURLY
Entitled to 18 sick days per contract year. If hired after July 1st of any given year will

eamn 1.5 sick days per month. Must work 30 calendar days mamﬂ start date to be m__@__u_m.

After 5 consecutive days of illness, a doctor’s note can be requested.

PERSONAL DAYS PAY TYPE k_,om - PERSONAL HOURLY

Allowed 2 per contract year. A personal day will not be approved the day before or the
day after a holiday or vacation.

Can earn a 3rd personal day (attendance day) if not absent clue to iliness between
January 1st and June 30th or July 1st and December 31st.

BEREAVEMENT *PAY TYPE - 403 - LEAVE W/PAY HOURLY OR
*PAY TYPE - 404 - LEAVE W/O PAY HOURLY
5 days in event of spouse, parent, child or stepchild.

3 days brother,.sister, grandparents, immediate in-laws, near relatives residing in .:ocmm-
hold.

FAMILY ILLNESS *PAY TYPE - 403 - LEAVE W/PAY - HOURLY OR
*PAY TYPE - 404 - LEAVE W/O PAY - HOURLY
5 days a year for SERIOUS illness with appropriate medical aoocEmsﬁmﬁ_o: from doctor.

_2:aoc_uﬁqm@mam:mm:<cw:m§t_mmmmom_:smzcams _Nmmo:_..nmmo%am
for clarification at 6550. _
*PAY TYPES 403 AND 404 ALSO NEED A REASON CODE

CUSTODIANS WORK 8 HOURS A DAY ‘

OVER
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HOLIDAYS

PAY TYPE - 500 - HOLIDAY HOURLY

For the purposes of this AGREEMENT, the following days will be considered holidays, providing, however,

that these are days on which there is no school:

NEW YEAR'S DAY L ABOR DAY . GooD FRIDRY
MARTIN LUTHER KING DAY VETERAN'S DAY | |
WASHINGTON'S BIRTHDAY THANKSGIVING DAY

PATRIOT'S DAY DAY AFTER THANKSGIVING

MEMORIAL DAY | COLUMBUS DAY

INDEPENDENCE DAY CHRISTMAS DAY

In the event that the day after Thanksgiving is a holiday, so that no employees in the school system will be

working, it will also be considered a holiday for Custodians.
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SECRETARY CHEAT SHEET ~ PAY TYPE - 101

SICK DAYS PAY TYPE - 400 - HOURLY

10 month 15 days per contract year from official first day of school year. If newly hired after 5@ dn:,_.u.,.
school year will earn 1.5 days per month after 30 calendar days. e::mmw form must be oeh

12.month 18 days per contract year. If newly hired after the first of the fiscal <mm=. will earn 1.5 n_ma}w
_ , after 30 calendar Qmu\m. (illness form must be completed). " :

PERSONAL DAYS - PAY TYPE - 405 - _ummnmozbr IOCWP<

2 per contract year. Should be requested in writing alongwith reason.

BEREAVEMENT - "PAY TYPE - 403 - LEAVE W/PAY HOURLY OR 404 ”__.mimm?o,ma HOURLY

5 days in event @* muo:wm. Um:.m_: or a_mum:nm:ﬁ_or_a

7_,, __,

| R
d ﬂ_ﬁ oﬂ_..m_.. mem Um_.m o.ﬁ :‘.m mEEou\mm w L_n..u_:,_:ux or Amﬁ .n:m discretion of the mcvmﬂsﬂmzamsﬁ
|
ﬁm:._,_v.. :

FAMILY /SERIOUS :L.mem Ju}ﬁw ._‘<_um 403 - rm><m <<:u>< IOCm_.,/\ OR 404 LEAVE W/0 PAY IOCWP(.

5 days per year qmn_:m..m:mm bedside or household attention of spouse, parent or dependent child.

3 days per year requiring bedside or household attention to other members of va_ow.mm.m
family or (zt the discretion of the superintendent) persons as close as family.

if in doubt regarding any benefit please call the Human Reésources office for clarification at 6550.
*DAY TYPES 403 AND 404 ALSO NEED A REASON CODE

SECRETARIES WORK 7 HOURS PER DAY.
OVER

1
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HOLIDAYS
PAY TYPE - 500 - HOLIDAY - HOURLY"

All employees in the fifty-two (52) week group shall receive their regular compensation for each of the

o~
—
G
o
o~
—
[
an
<
=9
«°
m -

following days off:

New Year's _.umv‘ | Labor Um%. | @@@ (> ﬂn : QEY

Martin Luther King Day Columbus Day
Washington's Birthday Veteran's Day

Patriot’s Day Thanksgiving Day
Memorial Day Day After Thanksgiving
Independence Day Christmas Day -

. i
i _I___ Y ._ ,:;, C e

If a holiday falls on Saturday or Sunday, the mSEo%wmm shall be no_,:ﬁm:mmﬁmﬂ s:\% a day off aaﬂ:m »sm work week,
! :
providing, however, that the school is not in session, Employees in the forty (40) week group shall receive their

. Py
regular o_ra_um:wmmo: for any holidays that fall within the work week. If neither Christmas Uﬁmu_\ nor the
_

oo:mmo:ﬂ_?m New Years Day fall within a work week, the forty (40) week employees shall _.mwwm%m o.oSwm:mmﬁo: for (1)

of those holidays as designated by the School Department.




City of Westfield Investment Policy

1) Objective

The purpose of this investment policy is to set general guidelines for the investment of
the City of Westfield’s available general, enterprise and capital project funds in a manner
that ensure the following.

2) Legal Requirements
Massachusetts General Laws Chapter 44, section 55B requires that all funds of the City

which are not required to be kept liquid for purposes of immediate distribution shail be
invested at the highest possible rate reasonably available, taking into account safety,
liguidity and yield,

Chapter 44 section 55 limits the investment options which are legal for municipal
Treasurers fo the following:

e Certificates of Deposits with a maturity of less than one year, issued by national
commercial banks, savings banks or cooperative banks

¢ Money Market Deposit accounts from national commercial banks, savings banks
or cooperative banks ‘

s Repurchase Agreements with a maturity of less than 90 days issued by a bank and
secured by a US Government or Agency obligation

e Pooled Investment Fund (MMDT) operated under the authority of the State
Treasurer

e US Treasury instruments or US Government Agency obligations with a maturity
of less than one year

In addition, Chapter 44, section 55A provides that a municipal Treasurer can not be
held personally liable for loss of money due to a bank failure as fong as that bank is
Massachusetts chartered or a national bank doing business in Massachusetts. This
effectively prectudes the use of out of state banks for any investment purposes.
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3) Investing Guidelines

A) Diversification — The City of Westfield currently diversifies its investments by the
following mstitutions;

Bank of America — Taxes, Water, Sewer, Gas & Electric and other receivables

Eastern Bank — Bond and BAN fund accounts

MMDT — Various accounts, i.e.; Stabilization, Conservation, Building Insurance,
G&E Depreciation, CPA and other accounts

Banknorth — CD and Money Market Investment Account

Other Accounts — Trust Accounts, Student Activity Accounts and miscellaneous bank

accounts

B) Selection of Banks for Investments — It is the responsibility of the Treasurer to
maintain a thorough knowledge of the banks that the City of Westfield has funds
invested. This is achieved by the review of bank ratings, periodic discussions with bank
representatives regarding their financial position, newspaper articles and in discussions
with other Treasurers during Treasurer/Collector Association meetings. Emphasis is
placed on a bank’s financial statistics reported independently by private bank rating
agencies.

C) Investment Size and Collateralization — The amount of available funds the City of
Westfield has in its possession at any one time makes it impractical to invest in banks and
maintain the advantage of FDIC insurance. Currently, Massachusetts is one of four or
fewer states that have no legal requirement for collateralizing public deposits. Until
adoption of such legislation, the Treasurer will provide as much security as possible for
the City of Westfield’s bank investments through the prudent selection process described
in paragraphs (A) and (B).

D) Utilization of State Treasurer’s Investment Pool — The Massachusetts Municipal
Depository Trust (MMDT) combines the funds of Massachusetts public units and invests
on their behalf in short-term instruments of the US Treasury and Government Agencies
and large corporations and financial institutions, thus offering investors such as the City
of Westfield the opportunity to earn yields through a professionally managed fund.

Dated: 1/2/08
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CITY OF WESTFIELD

Post-Issuance Tax Compliance Procedures For Tax-Exempt
Obligations and Other Tax-Benefited Obligations
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I. Introduction

These post-issuance compliance procedures of the City of Westfield, Massachusetts (the “City™)
are designed to provide for the effective management of the City’s post bond issuance compliance
program for tax-exempt and other tax-benefited bonds in a manner consistent with state and

federal laws applicable to such obligations.

I1. Post-Issuance Tax Compliance

The Treasurer of the City shall be the primary bond compliance officer responsible for each
issuance by the City of tax-exempt (or otherwise tax-benefited) bonds, notes, financing leases, or
other obligations (herein, collectively referred to as “bonds™). All information related to each
bond issue and the facilities, equipment and other assets financed by such issue shall be
maintained by or on behalf of the Treasurer and the actions taken under subsections A through C
of this Section 11 shall be taken by or on behalf of the Treasurer by the Treasurer or such other
officers or employees of the City as appropriate, including but not limited to, the Treasurer and

the City Auditor.

A. Tax Certificate and Continuing Education

1. Tax Certificate - A Tax Certificate is prepared for each issuance of Bonds. Immediately
upon issuing any bonds, the Treasurer, in conjunction with the City’s bond counsel and
financial advisor, shall review the Tax Certificate and make notes regarding specific

compliance issues for such bond issue on the Post-Issuance Compliance Notes form at

4/17/2012 C-2 Page2of 14



Exhibit A. The Tax Certificate and Notes shall clearly define the roles and responsibilities
relating to the ongoing compliance activities for each bond issue and will identify specific

compliance requirements.

2. Continuing Education - The Treasurer will actively seek out advice of bond counsel on
any matters that appear to raise ongoing compliance concerns and may attend or
participate in seminars, teleconferences, etc. sponsored by organizations such as the
Massachusetts Collector-Treasurer Association and the Massachusetts Government
Finance Officers Association that address compliance issues and developments in the
public finance bond arena. In addition, national organizations such as the Securities
Industry and Financial Markets Association (SIFMA) and the National Association of
Bond Lawyers (NABL) offer numerous training opportunities and materials which may be

useful to the Treasurer.
B. Tax-Exempt Bonds Compliance Monitoring

1. Restrictions against Private Use — The Treasurer will continuously monitor the
expenditure of bond proceeds and the use of facilities or equipment financed or refinanced
with bonds to ensure compliance with Section 141 of the Internal Revenue Code (the
“Code”) which generally establishes limitations on the use of bond-financed facilities by
non-state or local governmental entities, such as individuals using bond-financed assets on
a basis other than as a member of the general public, corporations and the federal

government and its agencies and instrumentalities.

a. Use of Bond Proceeds — The Treasurer will monitor and maintain records with respect
to expenditures to ensure that bond proceeds are being used on capital expenditures for

governmental purposes in accordance with the bond documents and document the
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allocation of all bond proceeds. Such monitoring is required not only for tax-exempt

bonds, but also for tax credit bonds.
b. Use of the Bond-Financed Facility or Equipment

i. Equipment assets financed with bonds will be listed in a schedule for each
bond issue, which schedule may be included in the Tax Certificate. Equipment
assets generally are not to be disposed of prior to the earlier of (a) the date the
bonds and all subsequent refundings of such bonds are fully paid, or (b) the end
of the useful life of such equipment. The Treasurer will maintain the list of all
bond-financed equipment for each bond issue, together with the equipment’s

expected useful life.

ii. Constructed or acquired assets financed with bonds — in order to ensure that
assets constructed or acquired using bond proceeds, such as infrastructure assets,
are not leased, sold or disposed of prior to the end of the term of the bonds and of

all subsequent refundings of such bonds:

e Any asset constructed or acquired with bond proceeds shall be flagged in

the City’s records, and
e These projects will be monitored by the Treasurer.

iii.  If there is any proposal to change the use of a bond-financed facility from a
governmental purpose to a use in which a private entity may have the use or
benefit of such a facility on a basis that is different from the rest of the general
public, the Treasurer will consult with bond counsel prior to the occurrence of

the proposed change in use.
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2. Qualification for Initial Temporary Periods and Compliance with Restrictions against

Hedge Bonds

a. Expectations as to Expenditure of “New Money” Bond Proceeds

In order to qualify under the arbitrage rules for an initial temporary period of 3
years for “new money” issues during which bond proceeds can be invested
without regard to yield (but potentially subject to rebate), the City must
reasonably expect to spend at least 85% of “spendable proceeds” by the end of
the temporary period. In general under Code Section 149, in order to avoid
classification of an issue of bonds as “hedge bonds,” the City must both (x)
reasonably expect to spend 85% of the “spendable proceeds” of the bond issue
within the 3 year period beginning on the date the bonds are issued and (y)
invest not more than 50% of the proceeds of the issue in investments having a
substantially guaranteed yield for 4 years or more. These expectations have
been documented for the City’s outstanding bond issues in the tax certificates

executed in connection with each bond issue.

If, for any reason, the City’s expectations concerning the period over which the
bond proceeds are to be expended change from what was documented in the

applicable tax certificate, the Treasurer will consult with bond counsel.

b. Project Draw Schedule Compliance Monitoring — While there are unspent proceeds

4/17/2012

of a bond issue, the Treasurer will compare and analyze the original anticipated project
draw schedule and the actual expenditure payouts and reimbursements on each bond-
financed project on an annual or more frequent basis. The purpose of this analysis is
to determine the variances from the original expected draw schedule for each project

and to document the reasons for these variances to provide a continual record on the
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spending progress of each bond-financed project. Factors relevant to the analysis
include unexpected delays in the project timelines, extreme weather, contract time
extensions due to unexpected events, supplemental agreements and any other factor
with a potential to impact the progress or completion of the projects. Generally, there
should be no effect on the tax-exempt status of the bonds under either the temporary
period rules or the hedge bond rules if the actual disbursements do not meet the
original project draw schedule, unless circumstances surrounding the actual events
cast doubt on the reasonableness of the stated expectations on the issuance date.
Therefore, it is important for the Treasurer to update the progress of each project at
least annually, and consult with bond counsel as to any variance from the original

schedule.

Bond Proceeds Expenditure Schedule Compliance Monitoring — While there are
unspent proceeds of bonds, the Treasurer will compare and analyze the bond proceeds
expenditure schedule and the actual investment earnings on each project on an annual
or more frequent basis. The purpose of this analysis is to determine any variances
from the expected expenditure schedule and to document the reasons for these

variances.

3. Arbitrage Rebate Compliance

a. Bonds may lose their tax-favored status, retroactive to the date of issuance, if they do

4/17/2012

not comply with the arbitrage restrictions of section 148 of the Code. Two general
sets of requirements under the Code must be applied in order to determine whether
governmental bonds are arbitrage bonds: the yield restriction requirements of section

148(a) and the rebate requirements of section 148(f).
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b. Yield Restriction Requirements. The yield restriction requirements provide, in
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general terms, that gross proceeds of a bond issue may not be invested in investments

earning a yield higher than the yield of the bond issue, except for investments (i)

during one of the temporary periods permitted under the regulations (including the

initial three year temporary period described above), (ii) in a reasonably required

reserve or replacement fund or (iii) in an amount not in excess of the lesser of 5% of

the sale proceeds of the issue or $100,000 (the “minor portion”). Under limited

circumstances, the yield on investments subject to yield restriction can be reduced

through payments to the IRS known as “yield reduction payments.” The Tax

Certificate will identify those funds and accounts associated with a particular issue of

bonds known, as of the date of issuance, to be subject to yield restriction.

c. Rebate Requirements

If, consistent with the yield restriction requirements, amounts treated as bond
proceeds are permitted to be invested at a yield in excess of the yield on the
bonds (pursuant to one of the exceptions to yield restriction referred to above),
rebate payments may be required to be made to the U. S. Treasury. Under the
applicable regulations, the aggregate rebate amount is the excess of the future
value of all the receipts from bond funded investments over the future value of
all the payments to acquire such investments. The future value is computed as
of the computation date using the bond yield as the interest factor. At least 90%
of the rebate amount calculated for the first computation period must be paid no
later than 60 days after the end of the first computation period. The amount of
rebate payments required for subsequent computation periods (other than the

final period) is that amount which, when added to the future value of prior
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rebate payments, equals at least 90% of the rebate amount. For the final
computation period, 100% of the calculated amount must be paid. Rebate
exceptions and expectations are documented for each bond issue in the tax

certificate executed at the time of such bond issue.

ii.  While there are unspent proceeds of bonds, the City will engage an
experienced independent rebate analyst to annually calculate any rebate
that may result for that year and annually provide a rebate report to the
Treasurer. Bond counsel can assist with referrals to qualified rebate

analysts.
d. Timing of Rebate Payments
The Treasurer will work with the rebate analyst to ensure the proper calculation and
payment of any rebate payment and/or yield-reduction payment at the required time:
i.  First installment due no later than 60 days after the end of the fifth anniversary
of each bond issuance;
ii.  Succeeding installments at least every five years;
iii.  Final installment no later than 60 days after retirement of last bond in the issue.!
4. Refunding Requirements

a. Refunded Projects. The Treasurer will maintain records of all bond financed assets

for each bond issue, including assets originally financed with a refunded bond issue.

! Generally, rebate payments must be paid not later than 60 days after retirement of the last bond in the issue.

7
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b. Yield Restriction. The Treasurer will work with its financial advisor and bond
counsel to maintain records of allocation of bond proceeds for current and advance
refundings of prior bond issues to ensure that such bond proceeds are expended as set
forth in the applicable tax certificate executed at the time the refunding bonds are

issued. Any yield restricted escrows will be monitored for ongoing compliance.

C. Record Retention

1. Section 6001 of the Code provides the general rule for the proper retention of records for
federal tax purposes. The IRS regularly advises taxpayers to maintain sufficient records to
support their tax deductions, credits and exclusions. In the case of a tax-exempt bond
transaction, the primary taxpayers are the bondholders. In the case of other tax benefited
bonds, such as “build America bonds” or “recovery zone economic development bonds”,
the City will be treated as the taxpayer. In order to ensure the continued exclusion of
interest to such bondholders, it is important that the City retain sufficient records to

support such exclusion.
2. In General

a. All records associated with any bond issue shall be stored electronically or in hard
copy form at the City’s offices or at another location conveniently accessible to the

City.

b. The Treasurer will ensure that the City provides for appropriate storage of these

records.
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c. If storing documents electronically, the City shall conform with Rev. Proc. 97-22,
1997-1 C.B. 652 (as the same may be amended, supplemented or superseded), which
provides guidance on maintaining books and records by using an electronic storage

system. Bond counsel can furnish a copy of this Revenue Procedure if needed.

3. Bonds - The City shall maintain the bond record as defined in this section for the longer
of the life of the bonds plus 6 years or the life of refunding bonds (or series of
refunding bonds) which refunded the bonds plus 6 years. The bond record shall

include the following documents:
a. Pre-lssuance Documents

I. Guaranteed Investment Contracts (“GICs”) and Investments (other than
Treasury’s State and Local Government Series Securities, “SLGS”) — if
applicable, the Treasurer shall retain all documentation regarding the procurement
of each GIC or other investment acquired on or before the date of bond issuance,
including as applicable the request for bids, bid sheets, documentation of
procurement method (i.e., competitive vs. negotiated), etc. If investments other
than SLGs are used for a defeasance escrow, the documentation should include an
explanation of the reason for the purchase of open market securities and
documentation establishing the fair value of the securities and compliance with
safe harbor bidding rules. If SLGs are purchased, a copy of the final subscription

shall be maintained.

ii. Project Draw Schedule — the Treasurer shall retain all documentation and
calculations relating to the draw schedule used to meet the “reasonable
expectations” test and use of proceeds tests (including copies of contracts with

general and sub-contractors or summaries thereof).
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b.

Issue Sizing — the Treasurer shall maintain a copy of all financial advisor’s or

underwriter’s structuring information.

Bond Insurance — if procured by the City, the Treasurer shall maintain a copy of
insurance quotes and calculations supporting the cost benefit of bond insurance, if

any.

Costs of Issuance documentation — the Treasurer shall retain all invoices,

payments and certificates related to costs of issuance of the bonds.

Issuance Documents

The Treasurer shall retain the bound bond transcript delivered from bond counsel.

c. Post-Issuance Documents

4/17/2012

Post-Issuance Guaranteed Investment Contracts and Investments (Other than
SLGs) — the Treasurer shall retain all documentation regarding the procurement of
any GIC or other investment acquired after bond issuance, including as applicable
the request for bids, bid sheets, documentation of procurement method (i.e.,
competitive vs. negotiated), etc. If investments other than SLGs are used for a
defeasance escrow, the documentation should include an explanation of the reason
for the purchase of open market securities and documentation establishing the fair

value of the securities and compliance with safe harbor bidding rules.
Records of Investments- shall be retained by the Treasurer.
Investment Activity Statements-shall be retained by the Treasurer.

Records of Expenditures— the Treasurer shall maintain or shall cause to be
maintained all invoices, etc. relating to equipment purchases and constructed or

acquired projects, either electronically or in hard copy.

10
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v. Records of Compliance

e Qualification for Initial Temporary Periods and Compliance with
Restrictions Against Hedge Bond Documentation — the Treasurer shall prepare

the annual analysis described in Section 11(B)(2) above and maintain these records.

e Arbitrage Rebate Reports — may be prepared by the Treasurer or a third party

as described in section Il (B)(3) of this document and retained by the Treasurer.

e Returns and Payment — shall be prepared at the direction of the Treasurer and

filed as described in Section 11(B)(3) of this document.

e Contracts under which any bond proceeds are spent (consulting engineering,
acquisition, construction, etc.) - the Treasurer shall obtain copies of these

contracts and retain them for the bond record.

d. General

I. Audited Financial Statements — the Treasurer will maintain copies of the City’s

annual audited Financial Statements.

ii. Reports of any prior IRS Examinations — the Treasurer will maintain copies of

any written materials pertaining to any IRS examination of the City’s bonds.

I11. Voluntarily Correcting Failures to Comply with Post-Issuance Compliance Activities
If, in the effort to exercise due diligence in complying with applicable federal tax laws, a potential
violation is discovered, the City may address the violation through the applicable method listed

below. The City should work with its bond counsel to determine the appropriate way to proceed.

A. Taking remedial actions as described in Section 141 of the Internal Revenue Code

11
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B. Utilizing the Voluntary Closing Agreement Program (VCAP) - Section 7.2.3 of the
Internal Revenue Manual establishes the voluntary closing agreement program for tax-exempt
bonds (TEB VCAP) whereby issuers of tax-exempt bonds can resolve violations of the Internal

Revenue Code through closing agreements with the Internal Revenue Service.

IV. Post Issuance Tax Compliance Procedures Review

The Treasurer shall review these procedures at least annually, and implement revisions or updates

as deemed appropriate, in consultation with bond counsel.

12
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Exhibit A

POST ISSUANCE COMPLIANCE NOTES
[Name of Bonds]

Transaction Parties
Overall Responsible Party for Debt Management Activities

Bond Counsel

Paying Agent

Rebate Specialist

Other
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Westfield Council On Aging
Policy & Procedure for the Collection of COA Funds

1) Coffee Box: A locked box is located in the kitchen area for coffee/snack
donations and is emptied on a periodic basis for deposit. The monies are
counted/rolled (change) and the total is checked by 2 office staff in separate
counts. The monies are held in a locked location, readied for deposit to the
Treasurer. The deposit of these funds goes to the Revolving Gift Account
(24541100); this fund is used for the purchase of coffee/snack supplies.

2) Congregate Meals: A) Highland Valley Elder Services (HVES) Meals:
Normally on Mondays and Fridays but these meals may be ordered on other days
of the week when needed due to staff vacations. Donations are taken in marked
HVES envelopes and are tallied by two persons and logged onto a HVES log
sheet. The sheet and totaled monies are placed in a focked deposit bag from
HVES and goes with the HVES driver on the next meal delivery date.

B) Senior Center Prepared Meals: Normally on Tuesday, Wednesday,
Thursday, however dates may change due to events planned on other
weekdays. Tickets are sold for a cost of $2.00 per ticket by senior
volunteers, A log sheet is checked off of the names of ticket purchasers.
The meal register log sheet and collected monies are checked and totaled
by the senior volunteer(s) and turned in to the Principal Clerk. The total is
then checked by the Principal Clerk against the number of meal tickets
sold and any discrepancies are checked with the Dining Coordinator and
volunteer. If there are no discrepancies; the monies are then held in a
locked location; readied for deposit to the Treasurer. The meal log sheet is
used for data entry of those attending the lunch and the amount of the
proceeds from tickets sold is logged into the meal tracking log. The
deposit of these funds goes to the Revolving Gift Account (24541100);
this fund is used for the purchase of groceries.

3) Event/Program Ticket Sales: Includes parties held outside the Senior Center
facilities as well as in-house, Tickets are numbered for the various events and a
list is made of persons buying tickets. Names are placed on the backs of all sold
tickets prior to handing them to the purchaser. Monies collected are checked by 2
office staff in separate counts and are held in a locked location readied for deposit
to the Treasurer. The deposit of these funds goes fo the Revolving Gift Account
(24541100); this fund is used for the purchase of various items and costs for each
event such as food/supplies/entertainment.

4) PVTA Ticket Sales: packs of tickets are ordered from PVTA and kept in a
locked location. Monies collected for ticket packet sales are checked by 2 office
staff in separate counts and all checks and cash is picked up by the next PVTA
driver who drops off the next order of PVTA tickets. The total monies are logged
onto the PVTA log sheet which arrives with the PVTA driver and the monies are
placed in a sealed envelope. A list of purchasers and the amount paid by either
cash/check is kept on a log sheet at the Senior Center and is used for data entry
purposes.

Continued.....
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Westfield Council On Aging
Policy & Procedure for Collection of Monies-continued...

5) Bingo Donations; 50/50 Raffle Donations: All monies collected and turned in to
the Sr. Center Office are counted by 2 office staff and kept in a locked location
readied for deposit to the Treasurer. The deposit of these monies goes go the
Revolving Gift Fund (24541100)

6) Donations: Memorial & Revolving Gift Fund: funds are counted by 2 office
staff in separate counts; the donation is logged onto the Donation Sheet Register
and, unless specified as an “anonymous donation”, the donation is noted in the
next newsletter published. Monies are kept in a locked location readied for
deposit to the Treasurer. Deposits from donations normally go to the Revolving
Gift Fund (24541100) unless otherwise specified or requested by the donor (ie.
Building Fund, etc.). A thank-you letter is sent to the donor either by the
Principal Clerk or the Director.

7} Building Fund Donations: the donation is logged onto the Donation Sheet
Register and is counted by 2 office staff in separate counts. The monies are held
in a locked location and readied for deposit to the Treasurer, An
acknowledgement letter is sent to the donor. Unless otherwise specified or
requested by the donor as an “anonymous donation”, the donation will be
published in the next newsleiter. The deposit of these monies goes to the
Building Account (24541105).

8) Highland Valley Elder Services Checks: checks received from Highland Valley
Elder Services (HVES) are copied and the attached/enclosed paperwork from
HVES is routed to the Companion Program Coordinator. The check is held in a
locked location and readied for deposit to the Treasurer. Proceeds of the check
are used for SHC (State Home Care) Companion Program stipends to pay
Companion Program volunteers. The stipends to pay Companion Program
volunteers is calculated by the Companion Program Coordinator and given to the
Principal Clerk to process on a Schedule of Bill form to the Auditing Department.
The deposit of the HVES check goes to the HVES Account (2454 1406)

9) Community Development Block Grant (CDBG) Checks: checks when
received are logged in to the CDBG tracking log by the Principal Clerk and the
check is kept in a locked location readied for deposit to the Treasurer. The
deposit goes to the “Received Other Govt’s Service” which is a part of the
Revolving Gift Account (24541100) and is used specifically for COA Companion
Program stipends to pay Companion Program volunteers. The stipend to pay
Companion Program volunteers is calculated by the Companion Program
Coordinator and given to the Principal Clerk to process on a Schedule of Bill form
to the Auditing Department.

10) State Grant Checks: checks are logged in to the State Grant Budget tracking
and deposited immediately upon receipt in the State Grant Account (24541600)

Continued,...
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Westfield Council On Aging
Policy & Procedure for Collection of Monies-continued...

11} Sarah Gillett Fund: A) Painting Class: check is applied for and received by
the Painting Class instructor. Upon receipt, the check is deposited in the Sara
Gillette Account (24541125); funds are used to pay the Painting Class instructor
via purchase order.

B) COA Funds: check is applied for by the COA Director and Companion
Program Coordinator; when check is received it is deposited into the Sara
Gillette Account (24541125} and earmarked for Companion Program
COA client stipend payments to program volunteers.

Last Updated: 8/24/11 cjs
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Westfield Council On Aging
Policy & Procedure
Deposit to Treasurer

All checks and cash collected by the Westfield Council On Aging is regularly deposited
via a “Deposit To Treasurer” form. All checks and cash are counted by 2 staff members

in separate counts and the totals are logged onto the Deposit To Treasurer sheet by the
Principal Clerk.

Deposits are divided as follows:

Highland Valley Elder Services: check deposited separately to this account;

State Grant: check deposited separately to this account;

Community Development Block Grant (CDBG): check deposited separately on the
“Other Gov’ts Service” line on the Deposit To Treasurer form, which is then part of the
Revolving Gift Account;

COA Gift-Revolving Gift Account: this includes all money collected from lunch sales,
memorial donations (unless otherwise specified or requested by the donor), event ticket
sales, bingo contributions, 50/50 raffles, coffee box collection. These items are logged
separately on the Deposit to Treasurer form in the “COA Retference Only” section for
ease in tracking specific components of the larger Revolving Gift Fund deposit.

Senior Center Building: this account is for new building fund donations; logged on
separate line for deposit and also tracked separately in the “COA Reference Only”
section under separate heading “Building Account”.

Sarah Gillett Services: logged on separate line.

All monies (cash/checks) are totaled and checked by 2 staff members in separate counts.
The deposit is signed off on by the COA Director and taken to the Treasurer’s
Department by the Director where it is recounted and deposited into the appropriate
accounts. The final deposit is signed off on by the Treasurer. One copy of deposit sheet
returns to the Council On Aging and the appropriate deposits are then logged in to the
budget tracking by the Principal Clerk. The second copy is placed in the COA file in the
Auditing Department.

Last Update: 8/24/11 cjs
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Westfield Council On Aging
Schedule of Bills Payable Policy & Procedure

Once invoices and purchase orders (whether partial or final pay) are stamped “approved”
by the Purchasing Department; they are placed on a Schedule of Bills Payable form for
processing to the Auditing Department to be paid. Once received, the Auditing
Departiment processes payments on the next City warrant to be paid; typically twice
monthly.

The Auditing Department requests that as many invoices are processed on a single
Schedule of Bills Payable as possible. Therefore, if there are muitiple invoices to be
processed; they are to be put together on a single Schedule of Bills Payable if they are
from either the same account or from the same “type” of account. An example would be
if there were multiple invoices to be processed from Price Rite purchases which would all
be under the same purchase order and account numbers. Also, if the invoices to be
processed are all from revolving gift accounts (COA Revolving Gift Account and/or State
Grant Revolving Account) they too can be placed on the same Schedule of Bills Payable

form.

A Schedule of Bills Payable form is attached for reference.

Items that need completion:

1) To the City Auditor: The following bills of the COUNCIL ON AGING
(amount of the total of all invoices on this schedule entered here) Dollars; etc.

2} Dept./Loc: 541 (this is the COA Department/Location Code})

3) Date Submitted: The date the Schedule is being prepared

4) PO# (each purchase order number needs to be entered for each invoice to be paid)

5) Vendor # (cach vendor number needs to be entered for each invoice to be paid)

6) Invoice # (each invoice number needs to be entered for each invoice to be paid; if’
there is no invoice number on the bill; use the date of the invoice (i.e. 063011) as
the invoice number)

7) Inv Gross Amt: The gross amount of each invoice to be paid needs to be entered
here.

8) Inv Date: The invoice for each invoice to be paid is entered here.

9) Description: This would be the account number; customer charge number; and/or
description for what the charges are for.

10) Org: Enter the account number used when placing the purchase order

11) Object: Enter the object number used when placing the purchase order

12} Amount: Enter the amount to be paid (gross) for each invoice

13) LIQ: either “P” for a partial payment (on open purchase orders); or “F” for a final
payment (when closing out a purchase order)

14) The Gross Amt columns and Amount columns would need to be totaled in the
“TOTAL?” lines

Continued.....
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Schedule of Bills Payable Policy & Procedure Continued......

It is necessary to obtain four (4) signatures of current COA Board members on each
Schedule of Bills Payable original form, Afler the signatures are obtained; take 2 copies
of the Schedule; one yellow, one white. Take a copy of the invoice and purchase order
copy accompanying the schedule if you have not already done so. The original copy of
the signed Schedule of Bills Payable; Yellow Copy; and original invoice and copy or
original purchase order (copy if more to be paid off that purchase order; original purchase
order if closing the purchase order out with final payment) goes to the Auditing
Department who will put the item on the next warrant for payment. The white copy of
the schedule of bills; copy of purchase order and copy of invoice stays in the COA
department for reference.

Once the Schedule of Bills Payable has been processed by the Auditing Department; the
yellow copy is returned to the COA department stamped that it has been paid and
referencing the warrant number it was paid on in the upper right corner. Pull the copy of
the Schedule of Bill and accompanying copies of the purchase order and invoice; attach
to the yellow copy of the Schedule of Bills Payable; track in the budget tracking the
warrant number and date paid and file it in the completed Schedule of Bills Payable

folder.

Last Updated: 8/31/11 cjs
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Weslfield Council On Aging
Payroll Entry & Tracking Procedure

Every other week, "Gold" payrolf sheets are released by City Hall by
Thursday after the COA Director has signed off on the previous week's
payroll which will be issued in a check the cuirent week. The *gold”
current week's payroll sheet will arrive separately from the "“Detailed
Proof” of the prior week's payroll entry along with the “Payroll Earnings
Distribution” sheet which fists all payroll and account distribution of that
payroll. On the week no check is issued; payroll entry is done for the prior
two weeks: on the week a check is issued, no payroll entry is done.

Payroll Earnings Distribution Sheet: Use this sheet to keep track of the
Student Intern's payroll {from the Revolving Gift Fund) and the State Grant
Payroll (Partial of the Companion Program Coordinator’s payroll, Partial of
the Dining Coordinator’s payroll, All of the Wellness Nurse's payroll, and Al
of Program Associate's payroll). Tracking of this payroll into the Revolving
Gift Account and State Grant Account is necessary fo keep those
account bdalances up to date. The State Grant Account is fracked on
the General budget tracking as well as the individual line item tracking.

The fracking info the appropriate accounts is accessed through “My
Documents” in the Principal Clerk’'s computer, in the folder “Budget FY (&
the current yr {ie. 09, 10, 11, elfc.} "COA-State Grant Gen. Exp.” is the
account for fracking the Companion Program Coordinafor, Dining
Program Coordinator, Wellness Nurse and Program Associate's payroll.
“Revolving Giff" is for the Student Intern payroll tracking.

Note: The Companion Program Coordinator and Dining Program
Coordinator’s payroll may need an additional adjustment if they have
worked sufficient hours but it is not reflected in their weekly payroil. The
Companion Program Coordinator has 652.90 (19 hours State/16 hours city)
deducted from the State Grant each week provided she has worked 19
or more hours that week; the Dining Program Coordinator has 118.40
deducted from the State Grant each week provided she has worked 8 or
more hours (8 hours State/20 hours City). Deduct the amount of payroll
actudlly on the Payroll Earnings Distribution Sheet along with the adjusted
amount if needed; place the adjusted amount in bold letters as this
amount is reported back quarterly to auditing for that department to
reconcile the account.

{Continved)
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Detailed Proof Sheet: Use this sheet to reconcile that the time/dates of
any time off for the previous week were entered correctly. Check the
detailed proof sheet against the copy of the prior week’s payroll and then
update each staff member in the spiral binder of Payroll Tracking located
in the middle drawer of the filing cabinet behind the Principal Clerk's desk.
Each staff member has a section of the book and vacation, sick, persond,
comp time is kept on a weekly fracking and up to date. This is needed for
reconciliation with the Personnel Department twice a year (once in
January and once in July). It is easier if it is done weekly so that it remains

accurate,

“Gold” Payroll Earnings Worksheet: These sheet(s) are used for payroll
entry of the week’s staff payroll as well as payments to the Board which
are done the first week of June, Sept., Dec., March. Changes are made
to the gold sheets if staff have any deviations from their normal work week
{ie. Sick time, vacation time, personal time, leave without pay, leave with
pay {this eniry needs a subcategory to tell auditing why being paid),
holiday fime). Note: comp time is NOT reported to auditing and
personnel; we keep track of it internally with time off/leave sheets and
attached copies of individual staff's comp. time additions and
subtractions which are filed in the spiral binder by employee.

A sample week's payroll earnings worksheet is attached for reference.
Time off being reported to auditing/personnel is deducted from staff's
weekly hours and recorded on the appropriate line {ie. Sick, vacation,
persondadl, etc.). Board members hours are crossed out unless it is the first
week that they are issued a check {June, Sept., Dec., March). The
Wellness Nurse payroltis an additional 4 hours the first 2 weeks of the
month if she works the additional 2 Fridays; this is recorded by changing
the 4.00 fo 8.00 on the 101 hourly line for the Wellness Nurse on the gold
sheet and doing the corresponding entry in MUNIS payroll to add the
additional 4 hours on the Friday worked. The Batch # isrecorded at the
bottom of the top gold sheet; this is for our reference only in the event
payroll needs fo be changed in MUNIS after entry has been made if staff
has emergency dnd leaves after payroll has been entered. All notations
on the gold sheets are to be made in RED (this is an auditing/personnel
depariment requirement). Once entry into MUNIS is made of any time off
for staff for the week; the Director signs off atf the top of the gold payroll
sheet and two copies are made of the payroll sheet along with the MUNIS
entries made. One copy stays with the Principal Clerk to be used to
reconcile payroll the next week and the other copy goes to the Director
for use in signing off on payroll the following week. The original “gold”
copy and attached MUNIS printout of entries goes to the Personnel
Department by noon on Monday or earlier if requested due to a Monday
holiday.

Last Updated: 8/24/11 cjs
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Payroll Entry Procedure

Payrollis entered into MUNIS on Friday mornings after all time off/leave
sheets have been turned in by staff, If there s an emergency-batch for
payrolt can be reopened and updated unfil the Earnings Worksheet has
been turned in to Personnel. After that, a call fo Personnel will need to be
made to request they assist us in updating the emergency changes.

“Goic” Earnings Worksheet is updated in “red” any difference in tme for
any staff having time off for that particular payrolt week, Check the
master calendar on the Principal Clerk's desk and check with staff and
the Director if any sheets for fime off are outstanding that may not be
written on the calendar. If it is not a COA Board pay week; cross off their
names so no payment is made. If the Wellness Nurse has worked 2 days
that week; cross of 4 hours and write in 8. If she has not worked at all; her
4 hours is crossed off and “leave without pay* is entered in MUNIS for her
hours (she does not get benefit time).

To Enter Payroll Time Off in MUNIS:

Click on the MUNIS Live (Blue) icon at the computer of the Principal Clerk.
Sign in name and password. Click on “Dept.” Click on “P. Time &
Attendance Entry"”. “Payroll Process" box will open; check payroll dates
to make sure it is the proper week for entry. “Continue with Payroll
Processe” answer YES. Click on “Add Batch" box upper left comer of
multiple selections on left side of screen. “Option Box open click "“ok".
Bafch # displays in the Batch box, record the number on the bottom of
the "gold" Earnings Worksheet in case the batch needs o be reopened
for late entry. Ciick on the "green” check mark in the upper left corner of
the screen. The data entry screen will open; click on the “white” box with
a plus sign in the upper tool bar area. “Add a New Data Record”, Enter
the date(s) off for employee you are recording time off. Absence Box-
‘yes". Employee Box-enter # of employee (next to name on gols
earnings worksheet). Tab fo the “Pay” Box and select whether sick,
vacation, etfc. Select “Add a New Data Record” for each additional
enfry. Once done; display the record of all entries made and check to
make sure all have been done; then print the record entries out.

Hit “release” to change the “pending” to “in progress” in the Status box.
Exit out of MUNIS.

Give “gold" earnings worksheet and one photocopy to Director o sign
(sighs the “gold” copy; retains the photocopy for checking the next
week's payroll when signing off on Thursday morning for auditing). A
second photocopy of the “gald" eamings worksheet and data entry
sheet from MUNIS is kept at the Principal Clerk's desk with the staff binder
of time off records; this copy is used the next week to reconcile payroll
that has been entered. The original gold earnings worksheet is turned in
to the Personnel Dept. either by Mon. noon or earlier if requested.
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Introdus i

his manual has been developed to serve as a guide and reference for all departments and

agencies of the City of Westfield. 'The policies and procedutes defined within are in

accordance with State Statutes and City Ordinances and are intended to cover a broad
range of issues and responsibilities pertinent to the buying process. To fully understand the
putchasing function, it is vital that a number of key objectives of the Purchasing Department be
stated:

% To ptocure materials, supplies, equipment, and services at the lowest possible
cost consistent with the quality necessary for the proper operation of the various
departments, thereby attaining the maxitmum value for each public dollar spent.

% To follow the executive ordet issued by the Mayot to promote and utilize local
business by giving them an oppottunity to bid on all contracts for both goods
and setvices and by promoting a healthy relationship between the City and all
local vendots.  Understanding that the law does not allow for a “preference” the
Purchasing Depatttent in conjunction with all Department Heads must make
the extra effort to give all local businesses the chance to bid.

% To maintain the City’s teputation for faitness and integrity and to promote

impattial and equal treatment to all who wish to conduct business with the City.

% To encourage a mutually cooperative relationship with requesting departments
recognizing that successful purchasing is a result of team planning and effot,

% To promote social and economic goals such as encouraging small, minority and

women owned businesses to patticipate in bidding of City purchases.

The City of Westfield Purchasing Depattment is responsible for the performance, direction and
enforcement of the methods and manner in which all City Departments procure supplies and
setvices needed to carty out their individual missions. It extsts as an internal service organization
to provide procutement segvices, assistance, training, guidance and oversight to all City
Depattments to enthance theit effectiveness, efficient operation and prudent use of fesouices.
The Department detetmines purchasing policies and procedures applicable to all departments’
outward procurement activities on behalf of the City.
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ral i

Its activities and practices are governed by vatious applicable Massachusetts Laws; by the
Otdinances and the Policies of the City of Westfield; and by the normal policies and
practices of public procutement in Massachusetts,

The Purchasing Department is established and empowered by City Ordinance Chapter 15.

The Depattment is responsible to act with authority within its jurisdiction as established by
Ordinance. It also acts in an advisoty capacity outside its jutisdiction.

The Ditector of Purchasing and/or his/her designee have the authotity to review, evaluate and
deny any requested putchase should it not comply with Massachusetts General Laws or with any
established City policy ot ptocedure. If a purchase is denied, the Ditector of Purchasing and/or
his/het designee will do so in wtiting to the Department Head, and will include the reason for
denial, supporting documents (e.g, televant laws, City policies, etc), outlines for the appeal
ptocess, and present consequences for noncompliance to laws and polices.

The Ditector of Purchasing is designated Chief Procurement Officer of the City by Ordinance
(Chapter 15-2). As Ditector of the Purchasing Department, he/she is responsible for the
ovetsight, direction, management and performance of the procurement activities engaged in by
and on behalf of the City Departments.

‘The Putchasing Depattment is a regulatoty, operational department that ensures compliance with
applicable procurement laws, City Ordinances, Council and Executive policies, and policies and
ptocedutes. The department has several objectives that can be arranged on an annual calendar as

follows:
Annually...

% To identify, assess and cootdinate the procutement of supplies and
services common to multiple City Departments, to achieve the benefits
of volume discounts and to avoid duplication of efforts.

Quattetly...

% To assess the state of procutement depattment policies, practices and
instructions from depattments and to apply warranted adjustments.
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Monthly...

¢ To identify the procutement activities needed for the departments and
to adjust for any conflicts that may arise including any need for
imptovement of timing of procuring items of need.

Weekly...

¢ To ensute that all procurements for which time is of the essence are
achieved on schedule and as needed by all departments.

Daily...

+,

%+ To process all same-day procurement activity forwatded by departments.
%+ To respond to questions and provide guidance to departments.
% T provide basic ttaining to department siaff as needed.

% To interact with and respond to vendor inquiries regarding upcoming
and current procurements,

The Putchasing Departiment is committed to providing all City Departments, providers to the
City and all othets having dealings or contact with the Purchasing Department with the utmost
courtesy and respect as described in the following polices:

Relationships with Departments:

1. 'The Purchasing Department staff will conduct business and ongoing relationships
with depattments in a coutteous, helpful and professional manner and without bias
for ot against any.

2. 'The Putchasing Depattment staff will make all reasonable efforts to conduct business
and to process department inputs and initiative promptly.

3. 'The Purchasing Department staff will acknowledge receipt of all department inquities
on the same day received and will make every reasonable attempt to provide same-
day response. If a same-day response is not possible, the Purchasing Department staff
will comtnunicate a reasonable projected response timeframe.

4. The Putchasing Depattment staff will expedite legitimate and non-tepetitive “RUSH”
orders immediately, and shall have authority to challenge their legitimacy based on the
tequitements of this manual.

5. The Purchasing Depatrtment will make every reasonable effort to be available to
suppott all departments facing “Emergency” citcumstances outside notmal business
hours. 'The Putchasing Department will establish and support Emergency
Procutement Procedutes for those occasions when direct suppott can not be
rendered.
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6. Al Departments must process all Invitations for Bids (IFBs), Request for Proposals
(RFPs), Designer Selection Processes and any other processes culminating in the
awatd of a contract by the City through the Purchasing Department.

Once a procurement request is submitted to Puichasing, the following conditions must be
satisfied priot to further processing:

1. 'The funds must be identified by departments to achieve a procurement.

2. All departments must accurately apply expenditure account charge numbers. They may
be obtained only from the City Auditing Department.

3. Procurement requests must be authorized either electronically or in writing by properly
authorized department staff.

4, Procurement requests identified as lacking any of the above conditions will be rejected
and tetuined to the orginating departments for completion, correction or further
consideration. MUNIS will send an email notifying Departments of the rejected
requisition. In the note section of the requisidon you will find the reason for the
tejection. Please check there first before contacting Purchasing,

Relationships with Vendots:

Thete are a number of ethical considerations that must be strictly upheld between public
employees and the City’s vendors. Integtity and impartiality must be maintained in the conduct of
employees. Conflicts of interest and favoritism must be strictly avoided. City employees, or
membets of theit family, may not ask or accept any gift or favor from anyone seeking to do
business with the City if it is offered in exchange for your agreeing to petform ot not perform an
official act. You may not ask or accept anything worth 350 or more from anyone with whom you
have official dealings. Any approach of such nature should be refused and reported immediately
to the Ditector of Purchasing. In addition, no official or employee of the City of Westfield may
have a significant intetest in any proposal or contract with which the City engages unless it meets
cettain criteria. If vou have questions please see the Purchasing Department. (Refetence State
Ethics Law).

Ways the Purchasing Department is strengthening the relationship with
Vendors/Depattments:

‘The Purchasing Depattment is abways looking for ways to strengthen the relationship with the
many city vendors and city departments. Without this relationship, the process cannot work the
way it should. We have updated our Purchasing Website with a lot of useful information for
everyone. Included on the website are links to a variety of websites and documents, including the
bidders list and a list of all curtent bids & RFPs, that departinents and vendors can use in dealing
with the Purchasing Depattment. Visit www.cityofwestfield.org and look for Putchasing under
the “departments” tab.
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employees for guidance, interpretation and assistance regarding procutements. The

Purchasing Depattment is fully versed in the requitements and interpretations of the
applicable laws, trained in their application and experienced with most aspects of municipal
procurement. The Purchasing Depattment is responsible for the following general matters
regarding procurements:

In Westfield, the Putchasing Depattment is the primaty resource to be used by municipal

a) Provision of oversight, direction and guidance to departments needed to procure items.

b) Approval in advance by the Ditector of Putchasing of all procurement or methods employed
by departments for procuting items.

¢) Maintenance of a current vendor list for providers to the City and that this list is made
available in a convenient fotmat for City and public use. This document may be found on the
City of Westfield’s website, under the Putchasing Depattment, www.cityofwestfield.org or
vou may call the office at any time to teview.

The following Massachusetts laws govern local government procurement, ‘They are
supplemented by the Ordinances and Policies of the City.

C.7§§, 38A172-O Designet Selection Law

Chapter 30B Local Government Procurement and Disposal of Supplies, Services, Real
Propetty

C. 30§, 39M Construction, Renovation & Repair of Public Wotks

C. 149§§, 44A-M Construction, Renovation and Repair of Public Buildings
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Procurement Laws:
C.7  Designer Selection

Construction projects requite the services of registered architects, engineers, and other
professional consultants to plan the wotk that will be cartied out by construction contractors.
The tetm “designer” is used to refer to the individual or firms hired to do the architectural and
engineering work for a project. The Designer Selection Law applies to design setvice contracts
costing $10,000 ot morte for any building construction, reconsttuction, alteration, remodeling, or
tepait work estimated to exceed $100,000. Both rules must be met for this law to be triggered. To
select designets for smaller building projects the Purchasing Department recommends solictting
qualifications and price infortnation from at least three (3) design firms.

For non-building or public works projects, the selection of designers is not subject to the
Designer Selection Law; however, the Putchasing Depattment does recommend soliciting
qualifications and price information from at least three (3) design firms.

“Design Services” include the following endeavors as they pettain to public building projects:

Preparation of Master Plans

Feasibility and other studies

Surveys

Soil Tests

Cost estimates and programs

Preparation of drawings

Plans and specifications (including schematic drawings, and preliminary plans and
specifications)

Supetvision or administration of a construction contract

Construction management and scheduling

OO0 00 0 C0CC0

o o

The basic steps fot the designet selection process for municipal building projects ate as follows:

1. Adopt written procedutes {these procedutes have been adopted by the City Council and
are available for review in the Purchasing Departiment)

Develop the RFQ

Advertise the RI'Q

Ewvaluate applicants and select at least 3 finalists

Rank the finalists, interview and negotiate price

Finalize the contract

Award and publicize the contract

N ek

Please remembet that the Putchasing Depattment handles this process for all departments. This
is just information for all of you so that you can understand the process a little better.
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Chapter 30B  Equipment, Supplies and Setvices

MGL ¢30b governs the procurement and disposal of equipment, supplies and setvices by local
governments. Purchase orders are required for the procurement of all supplies, equipment and
services. The following are all areas of Ch30b and should follow the laws set forth. Further on in
the manual we will go over instances that do not require a purchase order.

Acquisitions costing up to $4,999

Depattments ate requited to employ Sound Business Practices as recommended by the Office
of the Inspector General when making acquisitions of items estimated to cost not more than
$4,999. Sound business practices include applying the purchaset’s best judgment to item need,
utility, availability, value and price. All Departments should make it a practice to obtain quotes
whenever possible from a variety of vendors.

When fo Use Sonnd Business Practices
1. When cost is not expected to exceed $4,999 and then only for. ..
2. One time procutetments
3. Occasional and incidental procurements

The Massachusetts Office of Inspector General cautions repetitive purchasing within the same
calendar year. If Departments know they will be putchasing goods or services for more than
$5,000 from the same vendot it is Afghly recommended that bids for annual price contracts be
issued fot the yeat. If you know you will need over $5,000 worth of items in one fiscal yeat, you
cannot do multiple mini procutements to avoid bidding, Please keep in mind that the $5,000 rule
includes shipping and handling chatges. If shipping costs will bring your order over $4,999, you
will need to obtain three (3) wtitten quotes. All quotes must be submitted with a copy of your
requisition to the Purchasing Department.

Acquisitions Costing between $5,000-524,999

Depattments ate required to solicit at least three (3) written quotes when making acquisitions of
items estimated to cost more than $5,000 but not mote than $24,999. All departments have the
option of obtaining the quotes themselves, going through the Purchasing Department who will
solicit the written quotes, or asking for an official Invitaton for Bid. In some cases, the
Depattment will fare better with an official sealed bid. If shipping costs will bring this order over
$24,999 you will need to follow the tules for a sealed bid. Please note that pricing on flyers and
websites is considered a viable quote and may be used.

Hxception to obtaining written quotes:

Soke Source Prypvhases: Competitive bidding requirements may be watved in circumstances
when it is cleatly detetmined that there is only one vendor capable of providing a particular good
ot setvice. You may make sole source procutements only under the amount of $24,999. Such
instances tmust be documented and forwarded to the Putchasing Department. Final
determination will be made by the Director of Purchasing, The following procurements are the

4/17/2012 E-1 Page 11 of 45



only sole source contacts that may exceed $25,000: Educational materials, library books, and
computer software maintenance.

State Contract, State Depariment Contracts and or GSA Contracts: are contracts the state of
Massachusetts, Federal Government or State Agency has alteady bid out; all departments may
visit the state website www.comm-pass.com to review all of the state contracts currently available.
Keep in mind that although a vendor may have a State Contract not all items the vendor sells may
be on that patticular State Contract. ‘The Purchasing Department will investigate and approve all
State Contract putchases for accuracy. Please contact Purchasing if you have any questions or if
you would like training on this website.

Al Using Department Contracts: are contracts that the Purchasing Department has put in
place for the benefit of all departments, examples ate auto patts, oil, diesel fuel, etc.

If your Depattment feels your purchase falls within one of the above categories please contact the
Purchasing Office.

Please remember that no department has the authority to obtain goods and or: setvices without an
authorized City of Westfield purchase order. A contract is tequited for all purchases over $5,000.
All contracts must have a start and end date, (they cannot be open-ended), a desctiption of the
purchase, and a dollar amount.

Acquisitions costing more than $25,000

Depattments ate required to have the Purchasing Department do an official Invitation for Bid or
Request for Proposals. It is the requesting department’s responsibility to write the detailed
specifications. The Putchasing Office will work extensively with the Departments to come up
with detailed and usable specifications. The clearet the specifications the mote responses you will
receive allowing for lower costs to the City. Complete and concise specifications help prevent the
majority of bid protests. Although you may have vendors help you draft specifications, it is not a
good idea to use those solely. Tty not to use brand names as it limits competition. However if a
brand name is the best possible description you must use the “or equal” clause to allow for
competition. In all cases you are allowed to tequest samples of all products and the burden lies on
the vendot to prove the “or equal” clause.

Within your scope of services ot specifications you ate allowed to include quality requirements
such as; but are not limited to:

1. Years of expetience
2. Vendor has done work previously with a municipality
3. Warranty or industry standards

You must determine actual ot estimated quantities and how the award 1s to be determined. You
may require sampling of the ptoduct to determine if it will meet your needs. If the sampling does
not meet yout qualifications (which wete stated) you can reject the low bidder. You may include
petformance deadlines in your specifications.  All vendors would be required to put in writing
their obligation of these deadiines.
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It is the policy of the Purchasing Depattment to issue awatds to the lowest responsive and
tesponsible biddet, in accotdance with the specifications. In determining such, consideration will
be given to the following criteria:

a) The ability, capacity and skill of the bidder to provide the goods or services required as
stipulated in the specifications on the Invitation for Bid.

b) The capacity of the bidder to provide the services promptly or within required time
periods without delay or interference.

¢) The quality of performance on previous contracts or services

A vendor cannot deliver any products or petform any work until there is a fully executed
contract and purchase order. This cannot be stressed enough., Departments are
prohibited from giving the PO to any vendor before a contract has been finalized.

In the event of identical and responsible low bids, preference will be given to Westfield vendots.
The next qualifying determinant will be Massachusetts vendors over out of state vendors. As 2
last resort method of determining an awatd, a coin toss will take place between vendors in the
Purchasing Department with at least two witnesses.

If 2 department wishes to cancel a bid before ot after an opening, a written notice stating the
teasoning must be submitted to the Purchasing Department.

Any bidder wishing to protest must be referred immediately to the Purchasing Department.
Bidders will be informed to submit their contentions in wtiting, detailing the reasons for the
protest. The Purchasing Department atong with the Legal Department will determine the basis
for protest and respond in writing.

Bidder protests generally involve contention that an award was made which was not based upon
the ctiteria ot specifications set forth in the Bid/RFP. For such reasons, it is imperative that all
bids received be examined objectively and without favoritism. This responsibility extends to both
the Putchasing Suff and the requesting Department, which evaluates each bid for
recommendation to award. Please note that although vou may use the RFP process, it is not
recotnmended for the majority of items or setvices you want to purchase. All Departments must
document in writing the reason behind using an RFP. Proposals ate not opened publicly and they
take longer to award. REP awatds are based on the most advantageous proposal and ate not price
based.

Exceptions to soliciting an official Invitation for Bid (see previous section for descriptions)

State Contracts/State Agency Contracts/ GSA (Federal) Contracts
Existing All Using Department Contracts
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Disposal of Surplus Materials

City propetty (i.e. vehicles, machinety, equipment, supplies and materials) should be declared
surplus when the propetty is of no further use to the department for any of the following reasons:

a) It is no longer capable of serving its intended purpose due to wear, outdated technology,
lack of replacement patts, or safety concerns.

b) The cost of operation and maintenance exceeds the rental or hired cost of readily
available like propetty.

¢) Itis not needed due to replacement, a change in department mission ot a scaling back of
operation.

Materials consideted to be sutplus or obsolete must be reported to the Purchasing Department.
The Purchasing department will determine whether the surplus material can be transferred to
anothet department that may need the item. Notification is made to all Departments of sutplus
material available, with the wanted goods transfetred to the first responding Department. In the
event that no response is teceived, bids will be issued to sutplus the items with the award based
upon the highest responsive and responsible bid obtained.

Putchasing may, with the approval of the Mayor and the City Council, donate surplus property to
local charities, tegional charities, and or non-profits for use in serving the population of Westfield,
as long as they are a 501c-designated organtzation,

Under no citcumstances shall any City owned propetty be disposed of by any other means. All
surplus material must be cleared thtough the Purchasing Depattment in the manner described
above,

C.30¢, 39M  Construction, Renovation & Repair of Public Works

This chapter governs all contracts for construction, reconstruction, alteration, remodeling, or a
repait estimated to cost mote than $10,000 that does not include work on a building. These
contracts genetally fall into the category of public works projects, or “hotizontal construction”
projects. Public wotks projects include not only the construction and repair of roads, bridges,
water mains, sewers, and the like but also work on improvement to public land such as public
patks, outdoor swimming pools and parking lots. Although the required procedures ate not as
complex as with building projects, competition is strong and unsuccessful bidders often challenge
awards on procedural grounds. Please keep in mind that all public works procurements require
the vendot to pay prevailing wages and to submit certified payrolls to the Purchasing Department.

MGL c. 30, §39M also govesns the purchase of construction matetials (without chatges of
labot, the departments would do the installation) estimated to cost mote than $10,000 for
eithet public wotks or public building projects. For example, a $30,000 puichase of guardrails ot
a $30,000 putchase of wall pattiions would apply, Please remember; always include the
Purchasing Department with these types of procurements.

The bid rules and regulations are different for these types of procutements, they do not follow the
rules set forth previously for c30B. If the cost of the project is going to be below $9,999 you can
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receive wtitten quotes ot contract with a vendor of your choice, however if the job 1s $10,000 or
mote you must do a sealed bid and receive bonds. The best thing to remember is to involve the
Purchasing Office on any project that falls within this category.

Engineeting setvices that are for public works projects do not fall within the bid laws mentioned.
The Inspector Generals office allows for the procurement of these setvices without bidding, This
office does recommend some sott of competitive procurement for these services.

C. 149§, 44A-M Construction, Renovation and Repair of Public Buildings

This chapter governs all contracts for the construction, reconstruction, installation, demolition,
maintenance, ot tepair of a building. If a structure has walls and a roof and enclosed space that s
to be used for some putpose, it is a building, Size is irrelevant, as is the fact that it may be part of a
larger non-building project. If 2 building is included in the project, and if the total contract cost is
greater than $25,000, the contract must be bid under MGL. c149, unless it falls within the
following exceptions:

1. If a sewer ot water supply project includes butldings whose sole function is to house
pumps and telated equipment, the project is bid under MGL ¢30. §39M.

2. Modular buildings are procured using a request for proposals process outlined in MGL
c149,

Because of the complexity of bidding requitements, the City normally contracts with architects ot
consulting engineets who manage the entire bidding process for building projects. They prepare
the plans, specifications and bid documents, then advettise, receive, open and evaluate bids, and
recommend contract awards for action by the City.

The following will give you a quick overview as to the complexity of C.149. Examples of some
areas that fall within C.149 are:

Installing Carpet Electtical Wotk

Light Fixtures Plumbing

Door Locks Heating and AC work
Windows Ovethead Doots
Painting

If the job is going to be less than $10,000 you must use sound business practices (c149 was
amended in November raising the threshold from $1.00). You must pay prevailing wages for all
building procurements. Please make sute all vendors are aware of this when you are receiving
quotes for jobs needed,

If the job is going to be between $10,000 and $24,999 a public notice must be posted on the
bulletin boatd and in the Central Register for at least two weeks and we must solicit written
tesponses, the successful bidder must pay prevailing wages.

If the job is going to be between $25,000 and $99,999 the rules of C.30 §39M are followed, which
means, sealed bid, central register notice, newspaper ad, bulletin board posted, 50% payment
bond, 5% bid bond and the bidder must pay prevailing wages.
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If the job is $100,000 ot mote, everything noted above applies except bidders must submit a
100% petfotmance and payment bond, and must have DCAM certification for both general and
filed subs.

Departments are not authorized to contract for work subject to C30§39m without
approval of the City Engineer and the Director of Purchasing. The City Engineer is
responsible to ensure that such projects ate propetly ptocessed. The City Engineer will offer
guidance and may assume or patticipate in project ovetsight.

Please note that change orders are allowed as long as they are within the curtent scope of
setvices. If the scope is outside the original contract, then the new job must be bid. This
applies to all contract types.

The following table shows which procurement laws apply to the different types of public
construction work. **¥

Type of Work Value Applicable Law

Building Construction/Repait $1.00 to $24,999 C149

$25,000 - $99,999 C30 §39M

$100,000 and over C149
Public Works $10,000 to $24,999 Chapter 30B §5 or C30 §39M
Construction/Repair
Public Works Over $25,000 C30 §39M
Consttuction/Repait

#kiSee the attached sheets from the Inspector Generals Office in the forms section of this
manual.

Procurement during Emetgencies:

Oceasionally, a situation occurs where a threat to health or safety of persons ot property
necessitates the immediate purchase of a required commeodity or service. In these instances,
provisions ate set forth to allow putchases ditectly from vendors without using formal purchasing
ptocedures. There ate three different definitions of what an emergency is according to the
MGLs, so please read the following carefully.

Most procutement tequitements remain in effect during emergencies to the extent that they do
not impede efforts to protect persons and propetty.

When a Department Head/Supetvisot detetmines that any piven situation is in fact an emergency,
cettain procedures must be followed. The situation may warrant bypassing normal procurement
procedures and formal advertising may be waived after consideration from the Purchasing
Depattment.  Written documentation of the citcumstances and employee actions must be
submitted to the Purchasing Depattment immediately, The state office of the Inspector General
and DCAM must be notified of the emergency. The Purchasing Department will prepare the
documentation to request a waiver. All emergency procurements must be approved by the
Mayor.
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True emergencies ate RARE, and Departiments must take responsibility to anticipate situations
before they develop into emergencies. In addition, emetgency measures allow only for the
ptocutement of supplies or services necessary to meet the immediate needs or temporaty
resolution of a problem situation.

C149 Emergencies (Building):

You may dispense with normal bidding procedures for work needed to preserve the health or
safety of people ot propetty, or to alleviate an imminent security threat. Prior approval from
DCAM is necessaty. You may not artificially cteate an emergency simply by putting off normal
maintenance ot repait work to buildings,

C30§39M Emetgencies (Public Works):

You may dispense with normal bidding procedures only in cases of “extreme emergency caused
by enemy attack, sabotage, other such hostile actions or resulting from an imminent secutity
threat, explosion, fite, flood, eatthquake, hutticane, tomado or other such catastrophe”. Oaly
work necessary for the temporaty repair and restoration to setvice of any and all public work in
order to preserve health and safety of persons and propetty may be performed. Approval from
DCAM is necessaty. You may not artificially create an emergency simply by putting off normal
maintenance ot repait wotk to public works.

C30b Emergencies (General Supplies/Services):

If the time requited to comply fully with Chapter 30B requirements would endanger the health or
safety of people ot their property due to an unforeseen emergency, you may procure the needed
item or service. You howevet, must comply with ¢30B to the extent possible.

The Ditector of Putchasing tnay be contacted at any time during emergencies and will assist in
whatever way needed to expedite procurement efforts. If the Director cannot be reached then the
needed authority rests with the Department.

The Director of Purchasing is:

Tammy Tefft 413-572-6254 (office)
tteffi@cityofwestfield.org 413-572-1708 {fax)
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using the MUNIS system. Above all else, a purchase should not be made without a

putchase otdet in place. All departments should utilize the procutement process as stated
in this manual to insute that evety purchase meets MGL and conforms to the ordinances set forth
by the City of Westfield. Please keep in mind this manual is not a MUNIS training tool. ‘This
manual is to help departments with the putchasing function. Please see the MUNIS manual for
technical questions.

The putchasing ptocess is detailed in content, yet simple in principle. It is performed in part

Purchasing Procedures

1. A Departiment entets a tequisition with a suggested vendor and an approximate cost into
MUNIS.

2. The Department head approves the requisition and forwatds the request to Purchasing,
3. Putchasing receives the tequisition and does one of two things:

o Approves requisition with vendot, description and price
o Rejects requisition fot needed information, including quotes, wrong codes or lack
of pertinent information.

4. If the Putchasing Director or Buyer approves the requisition it is then converted to a
purchase order.

5. The Purchasing Director runs a proof and confirms batch of putchase orders. Proof
batch is ptinted and verified by Auditing as to the funding sources.

6. 'The proof is approved ot rejected. Proof is sent back to purchasing to post or reject back
to departments and then is sent to the Mavor’s office for approval. All PO’s require the
Mayots approval, no depattment may give out the PO number until you receive the
teceiving copy of the PO.
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7. Purchase orders are then posted and printed out.

o Signed purchase order is mailed to the company along with any attachments.
o Auditing receives the auditing copy.

o Putchasing copy stays in Purchasing

o Receiving copy goes back to departments.

8. Depattment teceives goods with the packing slip; attach packing slip to receiving copy fot
recotds.

9. Purchasing receives invoices for all goods and services received by the City.
10. All invoices are sent to the departments to verify receipt of order or services.

11. Invoices, along with a copy of the purchase order, are then sent to Purchasing to be
approved. If a Department is making a final payment, the sighed receiving copy of the
putchase order accompanies the invoice to Purchasing; this tells the Purchasing Office that
a final payment is being made and the teceiving copy of the purchase order is exchanged
for the purchasing copy. If you are not making a final payment, a copy of the purchase
otder should accompany the invoice, Please remember to give the most updated copy of
your puichase order.

12, Once approved the invoice goes back to the Departments.

13. Departments input the invoices on an electronic (excel) schedule of bills payable for
payment and obtain the proper signatures. In most cases that would be the Department
Head or the Board/Commmission in charge of that department.

14. Once the schedule is approved it is sent to Auditing to be processed for payment.

15. Accounts Payable checks all invoices. If thete is any question, schedules will be pulled and
sent back to the departments.

16. Checks are cut and mailed to the vendors by the Treasurers Office.

Out of Pocket Putchases

Petty Cash

Use of petty cash is generally not permitted. The City Auditor authorizes the use of petty cash on
a case-by-case basis.

Reimbursed Cash Purchases

City employees may on oceasion and as circumstances dictate, with authorization or direction
from their Depattment Heads and the Director of Purchasing, procure items on behalf of the
City using petsonal funds. When propetly authorized or so directed, employees will generally be
entitled to reimbursement, subject to further approval by their department head and the City
Auditor, please note that tax is not reimbursable.

In most cases, all purchases should be made with a vendor who takes the City of Westfield’s
putchase orders. When in doubt contact the Purchasing Office for gnidance.

16
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Requisitions

Requisitions begin the purchase order process. They are the means by which departments “place
an order” with the Puschasing Department. They provide all the information needed to create a
purchase otder.

Purchase orders will not be issued without a requisition. You will use a requisition for the
following:

1. When procuring all goods and services from providers.

2. When encumbering funds for any putpose.

Information for requisitions is entered via computer at the department’s office using the MUNIS
REQUISITION screen and is transmitted electtonically to the Purchasing Department.
Authorizations are applied electronically using a password.  Requisitions may be modified or
cancelled by the otiginating department at any time prior to the submittal to Purchasing. Once
Purchasing has apptoved a Purchase Order, it may be modified or cancelled as described below.
Please note: Purchase ordets can not be modified in a way that puts them out of compliance with
law ot code. If citcumstances involved with an acquisition would likely cause this result, consult
Putchasing for guidance.

Rush Orders

Notmally, Purchasing will process requisitions in the order received. A RUSH order is one that is
taken out of queue and processed immediately upon receipt by Purchasing, This accommodation
is made when a department is faced with a critical need that cannot be classified as an emetgency.
It is bettet to label a requisition “RUSH?” than to bypass the Purchase Order process all together,
Purchasing will make evety effott possible to accommodate the rush orders, just give us a call

Purchase Orders

A putchase otder is a legal contract between the City and another patty to provide goods ot
services. It is based on sound legal procurement practices and good faith dealing, It is
enforceable in court when the good faith behind its creation can be established.

Putchase otders are important internal documents as well. Their use ensures that items ate being
acquired in compliance with law and code and are legitimate for City use, that funds are propetly
available fot the putchase and ate reserved in department’s budgets for that purpose, and that a
complete and accurate record of purchases is established,

Putchase otdess ate tequited for all acquisitions. Contracts for acquisition of items must have a
putchase otder assigned. All purchase orders are issued by the Purchasing Depatrtment upon
propet authotization. Departments may not issue POs on their own authority without involving
the Purchasing Department not tepresent to suppliers that they ate authorized to commit the City
to an acquisition except as indicated in Procurement Emergencies (see page 13).
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Types and Apphications

Standard

Standard Purchase Otdets ate the normal product of the requisitioning process. They are issued
to acquite specific items from authotized sources. Standard POs are typically used for non-
recurting acquisitions.

Blanket

A Blanket Purchase Otrder is one that is issued for recutring putchases from the same Provider
that applies to the same genetal ot specific depattment need and spans an extended period of
time. Blanket POs are often used to encumber budget funds for a given purpose to ensure that
the purpose is adequately funded for the necessary timeframe. They typically set a “not to
exceed” amount that setves as a benchmark ot warning flag for both parties.

Examples:
A department might requisition a Blanket PO for heating fuel, electricity or
telephone services for an entire year, instructing the Provider to bill against a
specific PO number.

A blanket putchase order can also be used for a specific building or road
construction project and in smaller time and/or dollat increments to prompt
evaluation of progress as the need atises to requisition new blanket POs.

Confirming
A confirting purchase order is one that “confirms” an acquisition that has already occurred.

Confirming POs usually result from unanticipated acquisitions that occur on weekends or
ovetnight. Emetgency and extraotdinaty citcumstances ate also common generators of
confirming putchase orders. All Depattments ate requited to generate a requisition, as soon after
the fact as usual staff is available for processing. The Purchasing Office is willing to generate
putchase orders as quickly as needed, please contact the office for assistance with these orders.

Modifications and Cancellations (Purchase Order Meaintenance)

Always consult the Puarchasing Office when canceling or changing a purchase order, see form in
the back of this manual. Please include the most current purchase order when you submit yout
purchase order maintenance.

Purchase orders may be modified at any time. Modifications may address any aspect of a
purchase otrdet, such as quantity, unit price, ship to address, “not to exceed” limits, or special
mstructions. Purchase orders may be increased ot decteased at anytime as needed. Please know
that if the putchase order references a contract, in some cases the contract will need to be
modified by a change order please see the Purchasing Department for these situations. In the
context of modifications, a purchase ordet is a guarantee to the provider that the items ot services
being supplied will be paid. Thetefote, it is impottant to process modifications through
Purchasing; if needed a modified purchase otder to replace the original will be issued.
Communication with the Provider is crucial. Purchasing should be advised and consulted if a
disagreement arises between a provider and a department.
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Purchase otders can be canceled by Purchasing at any time per instruction from otiginating
depattments. Purchasing may also authorize the department to contact the provider directly to
cancel a purchase order. “Good Faith” on patt of the City is key in such actions. Frivolous
cancellations indicate “Bad Faith” and may have legal consequences. POs related to setvice work
may also be canceled, but the City will be liable for the cost of any satisfactory work performed
ptiot to the date of cancellation. Putchase ordets may be closed if necessary. If all goods have
been received ot setvices performed and there is still a balance left on the purchase order,
depattments may choose to close the purchase order. All POs to be closed are processed through
Purchasing when not closed thtough the accounts payable process.

Contracts
1When Reguired

The City of Westfield Chatter requires a written contract for all acquisitions. A purchase otder
will setve as the contract for acquisitions up to $4,999. For all acquisitions $5,000 and over, an
official City of Westfield conttact along with a purchase order is needed.

Content

The standard form of a contract was established and produced by the Law Depastment and the
Putchasing Office. Al contracts must include the following;

o Complete identification and contact information of the client department.
o Complete identification and contact information of the Provider.

o A reference to the procurement document and its related successful quote, bid or
proposal.

o A summaty description of the Item/Setvice being acquired and its price
o Start and end dates.

o0 Any special tetms and conditions that vary from the standard inclusions. The
Legal Department will be required to review all changes to a standard City of
Westfield contract. Please allow for additional time with the review of any
different terms,

Lssuting and Processing

The Putchasing Office will create all contract documents needed. All contracts have to be
approved as to fosm by the Law Department prior to issuance. 'The Purchasing Office will
cootdinate all efforts with any Vendor if they have a specific contract that they would like us to
sign. Please note the City of Westfield will not do this on a regular basis, and in most instances will
require vendors to sign our contracts,

12
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Authorization Required

No contract is valid before all authorized City officials properly execute it. For the City, such
persons include:

o The highest authority of the department, such as a Department Head ot
Board/Commission.

The City Engineer for contracts pettaining to public work projects.

The Chief Procurement Officer/Ditector of Purchasing/Purchasing Agent.

The City Auditor

'The City Solicitor

The Mayor

o 0 0 OO0

When City of Westfield Purchase Order’s ate not needed
(Please note that if you wonld like 1o encumber the money you miay work with purchasing to establish a purchase order)

In State T'ravel Out of State travel
Claitms Coutt Judgtnents
Labor Relations/Collective Batgaining Postage
Intergovernmental Charges Legal

Medical and Dental Veterans Benefits
Telephone Personal Effects
Dues & Subscriptions Licenses

Reimbutsements (other than supplies)
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Commonly Used Codes: The object codes are to be used as a guideline. If you have guestions please, do
not hesifate to contact the Purchasing Department or Anditing.

520000-Putchase of (Energy, utilities, repairs and maintenance, rental and leases,
Setvices custodial services, professional and technical, conference
registrations for instate transportation, telephone, postage,
printing, mailing, and delivery services, lecturer or instructors).

540000-Supplies (an item is a supply if it meets one or more of the following
conditions: it is consumed in use, it loses its original shape or
appeatance with use, 1t is expendable, it is inexpensive, (ex:
office supplies, repair & maintenance, custodial, vehicle and
educational, ctc) or it loses its identity by fabricating or
incorporating it into a different item (ex. plow).

560000-Intergovernmental | (payments to other government entities)

571000-In State Travel (costs for meals, hotels, and transportation for travel within the
commonwealth,

572000-Ont of State Travel | (all costs incurred for travel out of the commonwealth, including
meals, hotels, transportation and registration)

578000-General Expenses (Dues, Subscriptions, and memberships, insurance premiums)

585000-Additional Capital | (this is for expenditures for furniture, machinery and fixtures,
tule of thumb if you cannot pick it up and walk around with the
item it should go with this code)

585500-Additional Small (equipment that can easily be picked up and moved around

Equipment regardless of cost)

587000-Replacement (expenditures for replacement of equipment already owned:
Equipment example lawn mowet teplacing one that does not work.)
580000-Captial Project (any type of major renovation to the office or garage)
589000-Other Capital (land, buildings, plant or improvements)
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resides with the Department Heads. Such tesponsibility may be delegated verbally or in
writing and may exist at vatious levels of the workforce.

The responsibility to certify that Items/Setvices have been “Received in Good Order”

When the Purchasing Office issues purchase orders, the department will receive a copy of the
purchase order back. . Please remember the receiving copy has to be signed by the

department at all times,

Recoiving Supplies

Inspection is key to receiving, All shipping containers should be opened before acceptance to
verify that what was ordered has been delivered and is in undamaged condition. Inspection left
unti! later, after the deliverer has departed, often results in extensive effort by the departments and
purchasing to return or exchange the items.

Deliveries will normally be accompanied by a packing slip or an invoice, which when signed by an
authorized representative of the City serves as the provider’s record that what was shipped was
accepted by the customer as being in “good order”. Departments should designate a limited
number of employees to receive deliveries. Proper actions on their part will help to ensure
department productivity and can avoid countless efforts by others in straightening out mishandled
tecetving. Packing slips and receiving pages of POs either match or do not match.

1. When they match:

The packing slip and the PO will match if the delivery contains all items listed in the PO.
This is normally the case. With some frequency, the situations described below also
occur.
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2. When they do not match:

Depattments should respond according to the following guidelines.

If there is any

concetn ot uncettainty as to which reaction applies, contact the Purchasing Office at 413-

572-6254 for guidance.

Condition Presented

Probable Reasons

City Reaction

1. Some or all of the items
in the delivery differ from
those listed on the
putchase order.

Shipping containets
were mislabeled. Items
were packed in the
wrong containers.

Do not accept the delivery
and instruct the delivery
petson to take the rejected
portion back. Advise the
provider of the etror and ask
that it be corrected. Ask for a
cotrect delivery to be made on
a RUSH basis at no additional
chatge to the City.

2. Not all the itetns listed
on the purchase order
wete included in the

delivery.

"The provider may have
been out of stock. If so
the packing slip should
indicate that certain
items are on “Back
Order”,

If there are no “Back
Order” notations, lock
for the number of
packages/boxes listed
on the packing slip. If
the number is fewer
than have been
delivered, the other(s)
may still be on the truck
ot they may have gotten
separated during

Contact the provider to obtain
a projected delivery date for
the back-ordered items.

If “Back Otder” is not the
reason for a partial delivery,
and additional containets
cannot be located by the
delivety petson, then aleit the
provider of the situation and
ask for prompt resolution.
Also ask to be informed of the
resolution as soon as the
provider has one.

4/17/2012

shipping,
3. Some or all of the items | Improper handling Do not accept the delivery.
are damaged. during order filling or Note the nature of the extent
shipping,. of the damage on the PO
receiving copy. Work with
the provider at receiving new
items on a RUSH status at no
additional charge to the City.
23
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It is not uncommon to find that something ordered is not suited to its intended purpose, Delayed
inspections may discover damage or non-ordered items with no readily available means for their
return. When this happens, otiginating departments must process all returns. Exchanges of
accepted delivered items are occasionally warranted. As with returns, originating depatrtments
must process exchanges. To be considered an exchange, a transaction must be for neatly identical
item(s) at a comparable price. This should all be noted on the receiving copy when it is sent for
payment.

Receiving Services

General Services

Setvices ate different from supplies in that the quality of the service and the fact that it has been
adequately tendeted is often a matter of judgment and occasionally debate. Typically included n
this category is consulting, processing, security, custodial and other services, in general, work
performed by anyone other than a City employee for a fee.

Invoices for setvices should be closely scrutinized by departments to verify that the service(s) was
in fact petformed and done so at a quality level consistent with contracts issued for the wotk.

Because of the potential for ettor and even fraud, departments that have contracted for setvices
should brief theit supetvisors on the work required of the contractor so they can monitor
progress and attest to the outcome. Such oversight will be valuable at the titne of the invoicing.

Service Calls

In general, all service calls should be monitored by a depattment supervisor to verify that the
wotk is done without undue delay, in a professional manner, without damage or violation to City
propetty and to ensure that the task was effectively executed (ie. it accomplished what was
needed). Reputable setvice persons will seek a signature upon reporting the results of their work
to an authotized person before leaving the premises.

Design Services

Design setvices in the context of Massachusetts local government refers to those professional
services rendered in designing renovations, substantial repait and construction of public buildings.
A special process is set out in Massachusetts Jaw for securing design services, (see page7) the
tesult of which is trequited to be documented in a written contract. All contracts for Design
Setvices must include a description of the benchmatks or milestones which will trigger payments.

Care and responsibility must be applied when scrutinizing the occurrence of these events. Their
passage can be difficult to determine and often include multiple factors and unforeseen cfforts.
Because of the potential for error and even fraud, departments that have engaged design setvices
should assign a capable employee to regularly monitor proggess toward the intended result. This
person will become a valued resoutce at the time of invoicing,
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Building Construction and Repair

With vety few exceptions, architectural and engineeting professionals play a major role in building
construction, renovation and repair, In certain instances qualified City staff may instead perform
these services. They are normally engaged as the City’s agent during construction. Their role is
that of supervisor over the contractors doing the work and as guarantor to the City that the work
was petformed, that it was cartied out as specified, and that the wortk petformed was of good
quality. They also act on behalf of and in conjunction with the City in making necessary decisions
duting the coutse of construction.

Many jobs, due to the cost, will requite a “clerk of the works” and or a “project manager”. They
ate normally present full ime on the job site. They closely scrutinize the progress and
petformance of wotk, including materials used, application and installation methods, compliance
with specifications and disputes between the architect and a contractot, ot even among
contractors. One of their key functions is to make sute that what was specified in the bidding
process is in fact built as specified, and to bring any material change to the City for prior approval.

Construction invoices ate typically based on the percentage of work completed that is linked to a
specific amount to be paid when the milestone is reached. The milestones are based on a
combination of titme since the last payment and the amount of progress made toward completed
elements of work that have an identifiable cost. A simple example would be a monthly invoicing
schedule that in its first month calls for 100% of the payment telated to building the foundation
of a structure. Although such an accomplishment involves many aspects of work, its completion
can be readily discetned. Its total cost may represent only 10% of the overall contract for
construction and would be so billed.

Invoicing and vetification of chatges in construction can easily become very complex because of
this, the City’s agent, whether architect, engineer or construction manager must be the
cleatinghouse for invoices. No invoice should be authorized for payment without the agent’s pre-
apptoval. From there, and with the agent’s recommendation to pay a specified amount, the
departinent head can process the invoice through the appropriate governing body and forward it
to Auditing for payment.

Public Works Construction and Repair

The administrative methods used for construction of public works vary. In complex and larger
projects, such as water and sewet wotks, methods similar to those used in building construction
ate employed. For relatively routine work such as street paving, in-house supervisors notmally
petform the role of agent fot the City. In either case, the person(s) supervising the work must be
infortned as to its natute and extent, the specifications to which must be completed, and should
have a sound knowledge of the methods, matetials and outcomes of such work. As with building
construction, invoicing and verification of charges in public works construction can easily become
very complex. No invoice should be approved for payment without the pre-approval of the
City’s on-site supervisot.
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he City Chatter empowers the vatious overseeing boatrds and commissions to authorize
payments to providers. Prompt, accurate and complete payment ate performance
standards the City embraces, since their achievement fosters good business relationships,

good service from providers, and can nurture the economic health of the community. Boatds,
commissions and depatrtment heads ate responsible to uphold these standards,

Procedure of Payiments

The invoice payment process is depicted below.

1.

i I

Invoice is sent to the depattiment.

The originating department matches the invoice to the receiving copy of the purchase
order and submits to Putchasing for approval of bill.

Purchasing checks invoice against purchase order and approves, sends invoice and
putchase order back to department.

Departments list payments on a schedule, attached the invoices with appropriate puschase
otder and proceed to obtain the approptiate signatures, whether a board/commission or
department head.

Schedule 1s sent to Auditing to be processed.

Treasurer issues checks.

Payment is sent to the appropriate vendor.

A stamped copy of the schedule is sent back to originating department.

Payment of mvoices is initiated at the departiment level in the following manner:

A. Exact Matches

When an invoice is received, it is attached to the receiving copy of the putchase ordet and
forwarded to Purchasing for approval, and then on to Auditing for payment.

4/17/2012
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B. Inexact Matches

When an invoice and its related putchase ordet do not match, the invoice should be
handled as follows:

1) Partial Invoices
Pattial invoices are those that account for only a portion of the items
listed on the putchase order. They should routinely be forwarded for
payment without delay. DO NOT HOLD partial invoices. Process
them along with all other payments for the current period.

Attach copies of the following to the invoice and forward it first to
Puichasing for approval and then on to Auditing for payment.
o A copy of the receiving page(s) of the purchase order that lists
the invoiced items. Citcle the invoiced items, Clearly mark the
putchase order copy “partial”, initial and date it.

Repeat the process as many times as needed to cover all items on the
putchase otder, attaching the signed and dated original receiving page of
the purchase order to the final invoice, with it cleatly marked “final”. If
delivety of items listed on the purchase ordet remains incomplete at this
point, your “final” notation will instruct Auditing to close out the
putchase order. If the remaining items need to be purchased at a later
date, a new requisition will be required.

C. POs that refer to a contract

When a PO refets to a contract and incorpotates its terms, follow the procedures above.
Do not attach a copy of the contract. It will already be on file in both Putchasing and
Auditing as part of the documentation requited, but you should always check the invoice
ptices against the contract. It is your responsibility to make sute the vendots are charging
you correctly. If a dispute comes up the Purchasing Depattment will become involved to
resolve the situation,

D. Tracking transactions
All Departments are responsible for tracking all payment transactions through this

process. Vendors with questions on payment will be teferred to the onginating
department.

4/17/2012
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E. Payment Schedule

Invoices submitted by noon on Friday should normally be paid by checks issued no later
than Friday of the following week. Check MUNIS for payment confirmation.

F. Closing Purchase Orders

All POs must be closed when their purpose has been accomplished. If they are not
closed, the funds they encumbered remain unavailable to the originating department. POs
may be closed, through the Purchasing Department with a purchase order maintenance
fortn, using the MUNIS system. Originating departments may close a puichase order at
any time, provided all payments against them have been made. Please work with
Putchasing to close purchase orders. Please remember that your receiving copy of the
putchase order must be signed when you are either making a final payment or closing the
puzchase order.
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ation

the Putchasing Department. Although the manual deals extensively with the actual

The putpose of this manual is to help all departments with their day to day interactions with
ptocess of purchasing, we should look at the other areas that involve Purchasing,

1. Phone Rules
2, Inventory Controls & how they telate to Insurance

At any time if mote information is needed please contact the Purchasing Department directly.
Phone Rules

Although the city tealizes that there will be times when you will need to make and or receive
personal phone calls, we should note that this should be kept to a minimum for both landline and
cell phones.

Landline Phones

Thete will be times when you ate asked to explain phone calls and or faxes that you have made.
Please undetstand we are not singling out any one person nor are we being intrusive to your
depattment’s business. However, the Ditector of Purchasing in conjunction with the Auditor
have been insttucted through MGL to ask for explanation on any unusual charges for the phones.
These unusual charges are:

Calls over 30 minutes it length

Collect Calls-city policy does not permit collect calls

Calls made outside the normal business hours

Calls made on night or weekends

Unusual Calls (such as multitude of calls made to a non-business number)

Calls made to another country

"Three Way Calls

Long Distance Calls

<<

SNENENENENEN

Any Department asked to explain a call should do so within three days of the request as the bills
ate held up for payment until this inquity is responded to. Department personnel will be asked to
teimburse the city for any petsonal call that falls within the above categosies. This reimbursement
must be made right away.
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Repairs and Replacement of phones

Each Department is responsible for calling for repairs of their phones. If your phone is not
working, as it should, please contact the computer centet.

If it 1s determined that you have faulty equipment you must procure your equipment with a
proper City of Westfield purchase order.

Cell Phone Calls

The cell phone is considered a significant tool that helps to expedite and enhance the quality
of communication between city personnel. Cell phones are owned by the City of Westfield
and should under no citcumstance be abused for petsonal use. Your usage should be
restricted to city business, however, we understand that there are times that personal calls
need to be made or taken, we just ask that people be aware of their usage, as we all share
minutes.

The Director of Putchasing is responsible for reviewing all cell phone usage detail reports and will
investigate any unuvsual activity with the phones, such as usage after regular business hours,
weekends and unexplained increases in minute usage, Unexpected costs on these phones will be
the responsibility of the department pessonnel, such as:

Dikectory Assistance calls:
Each call to 411 costs $1.79.

PCS Data Charges (Web Based Services):

The city will not pay for PCS data charges. PCS data charges come from usage in some way
or another from web based services. If you feel that you must use this function i order to
petform your job, it must be approved by your depattment head and Purchasing.

Text Messages:
Please do not use this function. All phone records, including text messages are public

recotd. Personal and explicit text messaging is strictly prohibited. If you feel that you must
use this function in otdet to perform yout job, approval by yvour department head and
Purchasing is required. Excessive text messaging will be questioned.

Push to Talk (Ditect Connect Seivices)
If your phone is equipped with a push to talk feature you should primarily use this feature to talk
with other users as it does not use minutes.

'The City of Westfield employees will conduct themselves in a Jawful manner at all times while
using the City of Westfield’s cell phones. Although talking on a cell phone while driving is not yet
against the law, we strongly discourage this practice.

‘The Putchasing Department must be notified immediately when a cell phone is lost.
Replacement costs of the cell phones that ate lost or stolen through negligence on the patt of the
user will be the responsibility of the user. The employee is responsible for returning all equipment
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in the event of a reassignment/transfer, resignation or termination. The employee will be
responsible for the cost of the cell phone and equipment if not returned.

Al add to or changes in services should come through the Putchasing Department. No employee
will be allowed to add on to the current cell phone plan.

Any question in this policy should be brought to the attention of the Director of Purchasing,

Inventory Controls & How This Relates to Insurance

The Purchasing Department is responsible for maintaining a full list of city owned equipment.
This includes both vehicles and other equipment that may not be insured. In order for us to
maintain an accurate list, the Putchasing Department must be notified of any change pertaining to
your equipment. Once a yeat, the Purchasing Department will ask departments to go through the
list of insured equipment and vetify the accuracy of the list so the City is not paying for insutance
it does not need. Any questions on this should be directed to the Director of Purchasing.

31
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document is a2 work in progress and all Departments will receive updates as they become

available. The Purchasing Department is committed to providing all City Departments,
providers of the City and all others having dealings or contact with the City of Westfield with the
utmost courtesy and respect. The Purchasing staff is here to assist evety Depattment with your
Purchasing needs and questions.

This Manual was developed as a guide and tool for all Departments to utilize. 'This

As a helpful guide, we have included the following forms for your use, Please feel free to copy all
forms as you need them ot visit the purchasing web site, www.citvofwestfield.otg, to download
them electronically.

0 Contract Authorization Form (this is filled out it the beginning of evety fiscal veat, ot as
needed as Commissions or Boards change)

o Purchase Order Maintenance Form (New Form)
o Quoting Forms
o W-9 & Vendor Addition Forms

o Bidding Cheat Sheets from the Inspector General’s Office
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PURCHASE ORDER CHANGE FORM

Please submit to ﬁ'urchasing for approval. A stamp approved copy will be returned fo Depariment.

Date:
Department:
PO # Vendor
CHECK APPROPRIATE LINE(S) AND ATTACH COPY OF PO
Change Org
Change Object
Increase ** Line #
Add Line Description:
Decrease Line #
Cancel If Change Order include copy
Close
Reopen PO Amt to be encumbered $
Vendor Name if original (WHITE) copy was sent to the wrong
(change to) vendor, get it back and attach

Reason for Increase/Decrease

Department Head Signature

Processed hy

Purchasing Director Signature

** If PO is set up for unit pricing you must increase or decrease accordingly.
ex: If the PO is set up as 4 items @ $25 each, you need to increase or decrease
in multiples of $25.

FORMS WILL BE RETURNED IF THEY ARE NOT COMPLETELY FILLED OUT.
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CITY OF WESTFIELD
PROCUREMENT QUOTE SHEET

TO BE USED FOR ALL PROCUREMENTS REQUIRING THREE QUOTES
MGL C30B

A COPY OF THIS MUST BE KEPT IN YOUR RECORDS AND ONE
SUBMITTED WITH THE REQUEST FOR PURCHASE ORDER

Attach a detailed description of the product and/or service and complete this for the three price quotes:

VENDOR #1 Quoted Price Date: / /
Vendor Name: Phone:

Address:

Contact Person:

Nofes:

VENDOR #2 Quoted Price Date: / /
Vendor Name: Phone:

Address:

Contact Person:

Notes:

VENDOR #3 Quoted Price Date: / /
Vendor Name: Phone:

Address:

Contact Person:

Notes:

Procurement Awarded To:

Reason:

I certify that the above information is correct.

Signed: Date: / /
Department Head

Approved: Date: / /
Purchasing Agent
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City of Westficld

CITY OF WE S TFIELD Purchasing Department

59 Count Street
Dept making request Westfield MA 01085

VENDOR ADDITION REQUEST (413) 572-6254

(413) 572-1708 Fax

Please print or type all responses in black or blue ink
A sample invoice must accompany this form. A completed W9 must accompfmy this form

_fVEND OR. NUMBER
NAME
(as it would appear on check)

- (City use only) -

D/B/A

ADDRESS LINE 1
ADDRESS LINE 2

CITY, STATE, ZIP

MAIN TELEPHONE NUMBER
MAIN CONTACT NAME

(if applicable)
FAX NUMBER

Federal Employer Identification Number -
(and / or)
Social Security Number - -

CORPORATION (circle one) YES NO

VENDOR TYPE (check one)
__Architectural Services __Insurance Services __ Office Supplies
__ Boiler services _ Legal Services _ Security Services
_ Construction Services __ Medical Services
__ Copy Machine Services __ Plumbing Other:
__ Electrical _ Printing Services
~ HVAC __ Publishing

MA STATE AWARD CONTRACTOR (circle one) YES NO

CONTRACT NO. & YEAR APPLICABLE

APPLICABLE LICENSES OR CERTIFICATIONS (electrical, plumbing, HVAC, SOMWBA, etc)
Attach copy of any licenses or certifications

CITY USE ONLY =
_:Alpln Sortor del :

Geogriphic - Wﬂd “Loe: 5 In ‘Status -
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Form W'g

{Rev. October 2607)

Department of the Treaswry
Iateenal Aevenue Senvico

Request for Taxpayer
Identification Number and Certification

Give form fo the
requester, Do not
send to the IRS.

Name {as shown on your Incoms tax retum)

Business nams, if different from ahove

Check appropriate box: D Indivikdual/Sole propiietor

[J other fsee Instsctions) »

D Comoration
E] Limited liabllity company. Enter the tax classification (D=disregarded entity, C=corporation, P=pasnership} » _...... D payee

i Partnership Exempt

Address (numbar, street, and apt. or suite no.)

Requester’s name and address (optional)

City, state, and ZIP code

List account numberls) here (optional)

Print or type
See Specific Instructions on page 2.

Taxpayer Identification Number (TIN)

Enter your TIN Ir the approprate box. The TIN provided must matsh tha name given on Line 1 to aveold
backup withhelding. For individuals, this 1s your soclal security number (SSN). However, for a residant : !
alien, sole proprietar, or disregarded entity, see the Part | Instructions on pags 3. For other entitles, it is

your employer Identification number (EIN}. If you do not have a number, see How fo get a TIN on page 3.

Note. If the account Is In more than one name, see the chart on page 4 for guidslines on whose

number to enter.

Soclal securfty number
3 ]

or
Employer ldentification number
el

ZE¥l Certification

Under penaltles of perjuri/, 1 certify that:

1. The number shown on this form is my correct taxpayer Identification number (or 1 am waiting for a number to be issued to me), and

2. | am not subject fo backup withholding because: {a) | am exempt from backup withholding, or {0} | have not been noililed by the Internal
Revenue Service {IRS) that | am sublect o backup withholding as a result of a failure o report all Interest or dividends, or (¢} the IRS has

notified me that | am no longer subject to backup withholding, and

3. 1am a U.S. cllizen or other U.8, person {definad below),

Cerlification Instructions, You must cross out item 2 above f you have been nofified by the IRS that you are gurrently subject to backup
withholding because you have falled o repont all interest and dividends on your tax refumn. For real estate transactions, item 2 does not apply.
For morigage interest paid, acquisition or abandanment of secured property, cancellation of debt, contributions to an individual retirement
arrangement (IRA}, and generally, payments other than Interast and dividends, you are not required to sign the Certiflcation, but you must

provide your correct TIN, See the Instructions on page 4.

Sign Signature of
Here 1.5, person »

Date »

General Instructions

Section references are 1o the Internal Revenue Code unless
atherwise noted.

Purpose of Form

A person who Is requlred to file an information relum with the
IRS must obtaln your correct taxpayer Identlfication number (TIN}
to report, for example, income paid te you, real estate
transactions, mortgage interest you pald, acquisition or
abandonment of secured property, cancelfation of debt, or
contiibutions you made {o an IRA.

Use Form W-9 only Iif you are a U.S. person (ncluding a
resident allen), to provide your comect TIN to the person
reguesting It {the requester) and, when applicabls, to:

1. Certify that the TIN you are giving is correct {or you are
waiting for a number to be Issued),

2. Certify that you are not subject to backup withholding, or

3. Claim exemption from backup withholding if you are a U.S.
exempl payes. If applicable, Kou are also certifying that as a
.8, person, your allocable share of any partnership incoms from
a U.S. trade or business Is not subject to the withholdng tax on
forefgn pariners’ share of effectively connected income,

Note. if a requester gives you a form other than Form W-9 to
request your TIN, you must use the requester’s form if It Is
substantially similar to this Form W-9,

Definition of a U.8. person. For federal tax purposes, you are
considered a U.S. person If you are:

# An individual who Is a U.S. citizen or U.S. resldent alien,

# A partnership, corporation, company, or associalion created or
organized in the United States or under the laws of the United
States, ’

® An estats (other than a foreign estate), or

# A domestlc trust (as defined in Regulations section
301.7701-7).

Special rules for partnerships. Partnerships that conduct a
trade or business In the United States are generally required to
pay a withholding tax on any forelgn partners' share of Income
from such business. Further, in certain cases where a Form W-8
has not baen recelved, a partnership Is required to presume that
a pariner Is a foreign person, and pay the withholding tax.
Therefore, if you are a U.S. person that Is a pariner in a
partnershlp conducting a trade or business [n the United States,
provide Form W-9 to the partnership to establish your U.S.
status and avoid withholding on your share of parlnership
income,

The parson who gives Formt W-9 to the partnership for
purf)oses of establishing its 1.8, status and avolding withholding
on iis allocable share of net income from the parinership
conducting a frade or business In the United States Is In the
following cases: i

# The U.S. owner of a disregarded onlity and not the entity,

Cal. No. 10231X

4/17/2012
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Tlhe Conmrantwenltly of Massachusetts

DEfive of the Fuspector Gereral

JOHN W, {eCORNACK

GREGORY W. SULLIVAN STATEGEFICE BUILDING
OMNESSHBURTON PLEGE
IMSPECTOR GENERAL ROCH 1311

BOSTOH, HATRIE
TEL §i7 120911
FAX: G17) 1232504

Dear Local Official:

The following charts were created by the Office of the Inspector General for local officials to use as a
quick reference guide on public procurement procedures that must be followed pursuant to the
Massachusetts General Laws. Your local rules may establish stricter or additional requirements that you
must follow. Contact your chief procurement officer (CPO) or legal counsel for advice on your local
rules and procurement procedures.

The charts highlight particular areas which may require compliance depending on the cost or the nature
of your procurement. For example, the charts highlight, where applicable, the requirement for a ten-hour
course in construction safety and health approved by the United States Occupational Safety and Health
Administration (OSHA). Pursuant to M.G.L. ¢.30, §39S, any person submitting a bid for, or signing a
contract to work on, a public building or public works project estimated to cost more than $10,000, must
certify under the pains and penalties of perjury that he or she is able to furnish labor in harmony with all
other elements of labor employed in the work and that all employees employed on the worksite, or in
work subject to the bid, have successfully completed at least ten hours of OSHA approved training. The
charts are meant to provide a general overview of the principal public procurement statutes, and are not
a substitute for the advice of legal counsel.

Any suggestions for the charts or questions concerning M.G.L. ¢.30B may be directed to this Office by
calling 617.722.8838. Questions concerning M.G.L. ¢.149, M.G.L. ¢.30, §39M, and M.G.L. ¢.7 may be
directed to the Office of the Attorney General by calling 617.727.2200 ot your legal counsel.

Prevailing wage rate sheets may be requested online at http://www.mass.gov/dos/pwrequest or by
calling the Division of Occupational Safety at 617.727.3492.

Central Register advertisements may be submitted online at
http://www.sec.state. ma.us/spr/spreentral/infosubmit.htm to the Secretary of the Commonwealth. The
submission deadline is 4:00 pm on Tuesday.

Goaods and Services Bulletin advertisements may be submitted online at
http://www.sec.state.ma.us/sprpublicforms/GSSubmissionform.aspx to the Secretary of the
Commonwealth. The submission deadline is 4:00 pm on Wednesday.

Sincerely,
G‘VW—? oy b *S“'Eg‘““"\

Gregory W. Sullivan
Inspector General

August 2610 revision
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M.G.L. ¢. 149 -- BUILDING CONSTRUCTION CONTRACTS

510,000,000,

Solicit statement

Sound business Solicit written Sealed bids Sealed bids.

Procedure practices responses, (using MLG.L. of qualifications
¢.30, §39M prior to soliciting
procedare). sealed bids.

Advertising No. Advertise once in | Advertise once in | Advertise once in | Advertise the

Requirements the Central the Central the Central request for

Register® and post | Register and a Register and a qualifications
a notice on your newspaper at least | newspaper at least | once in the
Jjurisdiction’s two weeks before | two weeks before | Central Register,
website and bids are due, and | bids are due, and | newspaper, and
bulletin board for | post on your post on your Comm-PASS at
at least two weeks | jurisdiction’s jurisdiction’s feast two weeks
before responses | bulletin board for | bulletin board for | before responses
are due, Posting | at least one week | at least one week | are due.?
on Comm-PASS is | before bids are before bids are
optional. due. Posting on due. Posting on
Comm-PASS or Comm-PASS or
your website is your website is
optional. optional.
DCAM No. No. No. Required for Required for
Certification general bidders general bidders
and filed sub- and filed sub-
bidders. bidders.

OSHA Training [ No. Yes Yes. Yes. Yes.

City/Town No. No. No. Optional.* Yes.

Prequalification

Filed Sub-bids No. No. No. Yes ($20,000 and | Yes ($20,000 and

over), over).

Bid Deposit No. No. 5% of the value of | 5% of the value of | 5% of the value of
the total bid. the total bid, or the total bid, or

sub-bid. sub-bid.

Payment Bond No. No. 50% payment 100% payment 100% payment
bond. bond, bond.

Performance No. No. No. 100% 100%

Bond performance performance

bond., bond.

Prevailing Wage § Yes. Yes, Yes. Yes. Yes.

Contractor No. No. No. Yes. Yes.

Evaluation

' M.GL. c.149, §44A(2XA) as amended by Chapter 188 of the Acts of 2010.

2 M.G.L. c.9, §20A and accompanying regulations require all contracts for eenstruction services and all contracts for construction materials to cost $10,000 or more to
be advertised in the Central Register.

% The advertising procedures listed pertain only to the request for qualifications. Within [4 days of the completion of the prequalification evaluation process, you are
required to post a notice in your jurisdiction and on Comm-PASS listing those general and subcontractors who have been prequalified. A copy of the notice must be
sent via first class mail, postage pre-paid to all prequalified general and subcoatractors afong with an invitation to bid. The invitation {o bid must have a deadline of at
least two weeks. Although you may only consider bids from those general and subcontractors who have been prequalified, the advertising requirements for building
construction contracts over $100,000 apply.

* If you decide to use the optional prequalification process for projects over $100,000, follow the procedures listed in the “Over 10,000,000 colurn.
August 2010 revision
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M.G.L. c. 30, §39M
UBLIC WORKS ON-BUILDING) CONSTRUCTION

e 51.‘."."‘-‘.0.‘..’ (e “Over $10,000 to $25 )

Procurement No. Sealed bids. Sealed bids.

Procedure

Advertising Required | No. Advertise once in the Advertise once in the
Central Register and Central Register and
vour local newspaper your local newspaper
at least two weeks at least two weeks
before bids are due, before bids are due,
and post a notice on and post a notice on
your jurisdiction’s your jurisdiction’s
bulletin board for one bulletin board for one
week before bids are week before bids are
due. due.

DCAM Certification J No, No. No.

OSHA Training No. Yes. Yes.

City/Town No. No.’ No,

Prequalification

Filed Sub-bids No. No. No.

Bid Deposit No. 5% of the value of the 5% of the value of the
total bid. total bid.

Payment Bond No. No. 50% payment bond.

Performance Bond No. No. No.

Prevailing Wage Yes. Yes. Yes

! Authorized by M.G.L. ¢.30, §39M(d).

? Although MLG.L, ¢.30, §39M does not mandate a contractor prequalification process, prequalification of bidders by the
Massachusetts Highway Department is required for contracts of $50,000 or more where the awarding authority receives State
Atd funds under M.G.L. ¢,90, §34, or the work is on a state road, regardless of whether the awarding authority receives State
Aid funds under M.G.L. ¢.90, §34.

August 2010 revision
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M.G.L. ¢.7, §§38A%:-0O PUBLIC BUILDING PROJECTS DESIGN
SERVICES -- Cities, Towns, Regional School Districts, and Horace Mann Charter Schools'

i ECC .m'o'le"ﬁl'éi; S'Il)ﬁ' 000 an(lEstmlated o
Design Fee $10,000 or more (both ECC.and
: deswn fee tlncsholds must be met befm ¢

' ;the (lESigllel seleLtmn pr OLedmc i

Procurement No. Recommend soliciting Qualiﬁction-based selection process,
Procedure qualifications and prices from at Jurisdiction must either set the design fee or
least three designers. set a not-to-exceed fee limit and negotiate the
fee with the top-ranked designer within the
fee limit.

Advertising Required | No. Advertise once in the Central Register and
your local newspaper at least two weeks
before the deadline for filing applications.

Designer Selection No. No — adopt selection procedure in writing,*

Board! Use “DSB Application for Municipalities.”

Designer Evaluation No. Yes.

{Submit to DCAM and

Designer Selection

Board)

Registration Yes. Yes.

Insurance No. 10% of the total cost of the project or $1
‘million, whichever is less.

Prevailing Wage No, No.

"In December 2008, the Designer Selection Board revised its “Guidelines for City and Town Building Projects” to
clarify that both thresholds must be met.

' Executive Departments of the Commonwealth and Commonwealth Charter Schools are subject to the jurisdiction of the
Designer Selection Board when the design fee is $10,000 or more and the construction project is estimated to cost $100,000
of maore.

? Cities, Towns, School Districts, and Horace Mann Charter Schools are required to adopt their own procedures for selecting
designers for building projects. These procedures must conform to the purposes and intent of the designer selection process
as outlined in M.G.L. ¢.7, §§38A%-0 and noted herein. See the Mode/ Designer Sefection Procedures for Municipalities and
Other Local Public Agencies developed by this office at hitp://www.mass.gov/ig/publ/dsbguide.htm.

* Housing Authorities must follow the procedures established by the Department of Housing and Community Development
for design of state-funded housing. Projects requesting funding from the Massachusetts School Building Authority (MSBA)
are subject to MSBA rules.

August 2010 revision
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MG.L.c30B

Estimal

Procurement
Procedure

Procurement of Supplies and Services

Under $5,000 -

Sound business
practices.’

5,000 to $24,999

Solicit three writen
or oral quotes,

| Sealed 1ds or proposals. (G.L.
¢.30B, §85 or 6).

Advertising
Required

No.

No.

Advertise once in a newspaper of
general circulation at least two
weeks before bids or proposals
are due, and post a notice on your
jurisdiction’s bulletin board or
website for two weeks before bids
or proposals are due, If $100,000
or more, advertise once in the
Goods and Services Bulletin,

Award contract to:

Responsible”
person offering a
competitive price.

Responsible person
offering the lowest
price.

Under §5, the responsive” and
responsible bidder offering the
lowest price. Under §6, the most
advantageous proposal from a
responsive and responsible
proposer taking into consideration
price and evaluation criteria,

Written Contract’

No.

Yes.

Yes.

Maximum
Contract Term®

Three years, unless
majority vote
authorizes longer.

Three years, unless
majority vote
authorizes longer.

Three years, unless majority vote
authorizes longer.

' M.G.L. ¢.30B, §2 defines sound business practices as “ensuring the receipt of favorable prices by periodically soliciting
price lists or quotes.”

? M.G.L. ¢.30B, §2 defines a responsible bidder or offeror as “a person who has the capability to perform fully the contract
requirements, and the integrity and reliability which assures good faith performance.”

* M.G.L. ¢.30B, §2 defines a responsive bidder or offeror as “a person who has submitted a bid or proposal which conforms
in all respects to the invitation for bids or request for proposals.”

*M.G.L. ¢.30B, §17(a) states “All contracts in the amount of [$5,000] or more shall be in writing, and the governmental body
shall make no payment for a supply or service rendered prior to the execution of such contract,”

5 MLG.L. ¢.30B, §12(b) states “Unless authorized by majority vote, a procurement officer shall not award a contract for a
term exceeding three years, including any renewal, extension, or option.”

August 2010 revision
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City of Westfield
Payroll Run Documentation

Regular Payroll
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PRIOR WEEK PAYROLL TASKS

0. Complete/Fill In Payroll Run Check List — use payroll dates spreadsheet for warrant, cycle, dates information, etc.

1. Start Payroll & T/A Switch

Payroll & Personnel — Payroll Processing Functions — Payroll Start/Status

M Payroll SLart aeed SLalus

K Pay UM [TESTING DATABASE]
by Bl Ede Tock Heb

=l

lvX[rmauaERY*ReREE [ % @
Pntiee Want
PAYROLL START/STATUS  ous || s frmr o
SUMMARY SCREEN = || ) iy R ™
—II Frocessng fleps
::: | rﬂlﬂbmm!mmddw| :vm“bmnm |
T r Calares Wishitwel | r Debntvon Marg Mok |
r [ rarage Thachusions F/M [T8 B [ Ostsl Ditidnsion Rapen
L I r ing F [ GA Distrbution Jounsl
B D EamngDedunons Proot T DetalSiseiLocal Tams
B [ Eehes Updne ' Debsions Aot By Tom
F [ Purk Payrol Advices r Accrush Dacaeded Naport
B D Advce Regee I AR ogis Updain
B Dosct Dapent Fim | T Dedusions Nt Takmn |
F [ Pink Pagrol Checks | r Updsle Remsiing Salsies |
MW T el
{ndiake a payrol process,
A. Click on START B. Click on USERS

Click on START again

Complete screen per run check list

Tab through defaults for non-defined items
When completed, close screen

My FEile Edit Tools Help

=101

Click on SWITCH & confirm
When completed, close screen

Can exit Munis when completed.

[ﬂ] Time and Attendance Users il

My FEile Edit Tools Help

-loix]

lvX|iaanaERYXReAEE D[S nalt:d]
[P—

ly X[ ¥ B

T IE Al 1=

]
e

EEINEEIE

T Gt I

Run Type Warrant
[4- STAMDARD WEEKLY PAYROLL | [nananz
Payroll Check Date 03/03/2007 3
Fiscal Year 2007

Location o |ZZZZ
Group/Bargaining Unit to (2222
Emplogee Gioup o [z

Payroll Begin Date
Payroll End Date

02/24/2007 X3
03/02/2007 [ 1E

L

Change Cash Account

T e R A=

Switch |

1D code

anncall - Ann Callahan

N

antmh - &nn Marie Heiser

bail - Linda Baillargeon

biarbm - Barbara Mazciadrelli

beckyd - Rebecca Decker

bethb - Beth Barup

carolb - Carol Brut

cherylm - Chemyl Mckordie

chrisf - Chiis Fedora

Start & payroll process.
Payrall Process Started.

e, |

Tig payroll Warrant 030907 - Message - Microsoft Word

Fle Edit

2. Email Notification

Wiew

Insert  Format  Tools  Table Window Help

PeHERSzRY|( RS o-o-[REO®

= [=] 3

Type a question For help

- X

4 |N0rmal+BoIt:|J v”Times New Roman v||12 v| B 7 U = = =~
=lgend | (I ~ €, ' 1 ¥  [gjogtions.. - | HTML -
Send when step 1 completed for payroll ’ &
G Ta... |Pa roll Switch Notification
Open Email program. Send email with attached message « |
Subject: |Payr0ll “Warrant 030907

or similar. Send to group located in Tech Center

Contacts address book. EI e ———————————————— : 5"dj
The T/A switch has been done for warrant 030907, Ttis ok to start T/A =l
HS
@
¥
=EE = 4 12
Page Sec AL Ln Col REC TRE EAT OWR m

N

Last updated 10/30/2007 Appendix F-1 IT Regular Payroll Procedure
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CURRENT WEEK PAYROLL TASKS

1. Master File Changes
2. T/A Entry
3. Payroll Generation — wait for both ok’s for City (Personnel) & School (Auditor)
Payroll & Personnel — Payroll Processing Functions — Payroll Start/Status — Payroll Start/Status Summary Screen

Find correct warrant (if not showing on screen) — Click on Change

Click Generate Earnings/Deductions — confirm payroll

Define
Complete screen per run check list for payroll
Range Tab Payroll Periods Tab
Change Location From/To as directed:
C000to H999 OR S000 to S999 Change Period Type & Deduction cycle as directed
Tab through defaults for non-defined items Tab through defaults for non-defined items
| 8 Generate Deductions and Pay - MUNIS [TESTING DATABASE] 1ol -iolx]
| My File Edit Tools Help My Ele Edit Tools Help
dvx[ima(4ec[RBU X RS DEE 0[S o]t 5] lvx|iea=aacRD X RSEEEI ]S )

Begin Date 02/24/2007 14 End Date 030272007 1] Begin Date 02/24/2007 14 End Date Da/02/2007 i
Remove Earnings Factor 00000 % Remove Earnings Factor 100000 %
Deduction Factor 100000 % Execute Deduction Factor 100.000 %

Execute
- I~ Increase Days Worked In This Paproll ™ Increase Days worked h This Payrol

i
il

Test

Test

Lig. Escrow

| Lig. Escrow

= Exclude Eamings | [ Erclude Deductions [ Earm Acomuals within This Paproll [=Excluds Earnings | [ Exolude Deductions [ Earn Acoiuals Within This Payrall

di

di

Hatify Hatify -
Ranges | Payroll Periods | Ranges ‘ Payroll Periods |
Buyout | Buyout |
i 2 .
| Location From I i IZZZZ Paygl\\i’z::;ype DeducllID%Cycle 18] L;::IELdSEA Cycle _
Group/BU From I o IZZZZ j
! Employee Group I to IZZZZ ¥ Biveekly |1_ Exclude vl
i W Semitonthly |1_ lm
Check Number ID_
v Monthl
Special FIT Rate | F u°”t y‘ m
v
Sched Hours ‘Year I # Period o ISR III
v SemizAnnual 1
¥ Annual |1_
|4|4| 1 of 1l Pl M Ml.g 4 1| lofl 3 }||M§§
. |pefine optionsfselection criteria, Ia Define optionsfselection criteria, W
4 Y
Execute
i i x|
Click Notify

‘Motify’ will send natification to ather
(] assighed users that payroll generation is
4 f) camplete for this payrall

Send notification?

When completed — exit back to Payroll Start/Status Summary Screen

Last updated 10/30/2007 Appendix F-1 IT Regular Payroll Procedure F-1 Page 3 0f26



4. Earnings Deductions File Maintenance (EDFM)
Payroll & Personnel — Payroll Processing Functions — Payroll Start/Status — Payroll Start/Status Summary Screen

Find correct warrant (if not showing on screen) — Click on Change

Click on Earnings Deductions File Maintenance — confirm payroll

Enter any C-Pay entries

When completed — exit back to Payroll Start/Status Summary Screen

5. Earnings Deductions Proof

Payroll & Personnel — Payroll Processing Functions — Payroll Start/Status — Payroll Start/Status Summary Screen

Find correct warrant (if not showing on screen) — Click on Change

Click on Earnings Deductions Proof — confirm payroll

Define
Primary Report Tab
Proof option B — Detail Proof
Report Seq 04 - LOC/NAME - TOTALS BY LOC
Page Break L — Location
Print Text N — No Text Location/Org Ranges Tab
Uncheck print emp SSN

Check print payroll statistics

[#] Payroll Earnings/Deduction Proof - MUNIS [** TRAINING DB Gat Mar 17 *4]

My File Edit Tools Help

=100x]

Location — Define from/to as needed

] payroll Earnings,/Deduction Proof - MUNIS [TESTING DATABASE]

My FEile Edit Tools Help

=101x]

lvX[iteaaa=[R0* ae2EHE | o]t

T e

Primary Report ISECOI’VdaW Repart | Loc/Org Ranges I

e[t er=x[a B0 ¥ edEEI [t

y PFrimary Repart | Secondary Repart | Loc/Org Ranges |
Define I

Proaf Optian [B- DETAIL PRODF |
Report Sequente [01 - LOC/ORG/NAME - TOTALS BY LOC AND ORG =
Page Break [M-nONE =
Priet Test [W-NOTERT |

[~ Piint Employee SSN
[¥ Frint Payroll Statistics
Report Title IEAHN & DED DETAILED PROOF

|

Location to|zzzz
Oig to |zzzazzzz

hange proof options.

Output to printer — Balance departments

If you receive pop up message — click OK

ZF

Change proof options,

[®] warNING x|
' Awailable Cash Balance will be less than zera
- after thiz payroll has been processed.

When completed — exit back to Payroll Start/Status Summary Screen

6. T/A move (wait for email from Auditor) — Error Checking

Payroll & Personnel — Payroll Processing Functions — Payroll Start/Status — Payroll Start/Status Summary Screen

Click on Earnings Deductions File Maintenance — confirm payroll

Find correct warrant (if not showing on screen) — Click on Change

At initial screen — Click on printer icon —
if no errors message will print at left bottom corner

All serious errors must be corrected before continuing. Re-run error listing.
If any W-GL ACCOUNT NOT FOUND - Fax copy of report to Auditors

*note — if you get a message — S — More than 30 pay lines

zlobal mainkenance Funckions.,

Mo error conditions exisk within this payrall,

If errors - Choose Option 3 (All Errors) — OK

Choaose an option

" Waming Emors

" Serious Ermars

x|

-]

<

Go to EDFM - find employee — check pay screen — Delete any pay type with no hours or money, until there are 30 pay types or less

Last updated 10/30/2007
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7. Earnings/Deduction Proof — Print Final Proof
Payroll & Personnel — Payroll Processing Functions — Payroll Start/Status — Payroll Start/Status Summary Screen

Find correct warrant (if not showing on screen) — Click on Change : :
4 [» Generate Earnings/Deductions

Balance Warkshest

|
|
E arnings/Deductions F/ | I—D
|
I
|

Check next to Earnings/Deduction File Maintenance —
if 0, continue below.
Otherwise contact :
Auditor, Personnel,School Payroll, HR, Business Ofc
Request they get out of payroll, emp mtnce

r
r
m ‘Wendor Processing
I

[ Earnings/Deductions Praof

L

NOTE: if munis crashes on someone while they are in EDFM, it may reflect >0
Can run final proof anyways (Step 7), and accept error message

Click on Earnings Deductions Proof — confirm payroll

Define
Primary Report Tab
Proof option A — Final Proof
Report Seq 04 - LOC/NAME - TOTALS BY LOC
Page Break L — Location
Print Text N — No Text Location/Org Ranges Tab
Uncheck print emp SSN Location — Define from/to as needed
Check print payroll statistics
] Payroll Earnings, Deduction Proof - MUNIS [TESTING DATABASE] 19 =[5 ] Payroll Earnings/Deduction Proof - MUNIS [TESTING DATABASE] =101
My Eile Edt Tools Help My FEile Edit Tools Help
P R E R EEET EEEEE] lox[tm@=lnER0 X[2ea[ME 1 [© ol 0]
- - Primary Report I Secondary Report I Loc/Oig Ranges | Primary Report | Secondary Report ‘ Loc/Org Fanges |
Define | i Define
Proof Optian [&-FiNAL PROF = Location [ tofezez
Flepart Sequence |04 LOC/NAME - TOTALS B LOC =l mg [ tofemmme
Page Bresk [L-LOcaTioN =l
Print Text [W-nHOTERT LIEI
I~ Print Employee S5H
¥ Print Payroll Statistics
Report Title [DETAIL FROGF - FINAL REFORT
Change: proof options. lowR y Change proof options, W y
File — Output — check box to print to file ot up
file name: 4f!nxxxxxx (city) P — e [resmsanso
8f| NXXXXXX (SChOOI) " Local printer Comment: Creates a MUNIS sponl file retrievable fram Spool File Maintenance
(Where XXXXXX = Warrant #) & File ‘Y'ou may accept the default ar enter pour own file name.
i Display
If you receive pop up message — click OK oo
x4 e —
' Available Cash Balance will be less than zera o | Canee
- after thiz payroll has been processed.

When completed — exit back to Payroll Start/Status Summary Screen

Print summary pages of Final proof — 2 copies  CITY ONLY: Print C912-C913 Total Pages
Dept Menu — Spool F/M
Find — in spool file name enter *xxxxxx*  (where XXxXxxx = warrant #)
Highlight file — click green checkmark or hit enter — will display file
Go to last page of report, then go back 1 page at a time to Earnings Summary
note page # of Earnings Summary to last page of prior Position Budget Overages
DO NOT PRINT Position Budget Overages Pages
Close display
Make sure file you want is still highlighted
Print Files — Use Page Ranges — click OK
X: check off Cpy: 2 Start: 1st page to print End: last page to print
Click green check mark or hit enter to print
Close spool file maintenance
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8. Employee Update
Payroll & Personnel — Payroll Processing Functions — Payroll Start/Status — Payroll Start/Status Summary Screen

Find correct warrant (if not showing on screen) — Click on Change : :
Ird |> Generate Eamings/D eductions

Check next to Earnings/Deduction File Maintenance — r Balance Werkshest |
if 0, continue below. - E amings/Deductions F /M || 0
i

Otherwise contact :
Auditor, Personnel,School Payroll, HR, Business Ofc
Request they get out of payroll, emp mtnce P b Eamings/Deductions Proof

[

- Wendor Processing

NOTE: if munis crashes on someone while they are in EDFM, it may reflect >0

[M] Employee File Update - MUNIS [TESTING DATABA =3l x|

My File Edit Tools Help

v XT TS I [ [E=

Click on Update
aw— Checking tax deductions Click OK when Completed

Processing deductions for.

EN—— May flash e-mail pop up message (Generating Sending e-mails)

When completed — exit back to Payroll Start/Status Summary Screen

NOTE: Accrual errors — Screen print and give to Steve Z to be fixed — OK to continue even if errors not fixed right away

If you get 4 messages you will get a message you can not continue  Unless you get a can’t continue msg

Get out of update program — red mark next to Update box ~ disregard this msg to the left
Errors already identified MUST BE FIXED immediately

Click on Update — then click on Restart
If you get more than 4 additional messages — will be locked out of update Not sure if program will
Munis will have to fix problem still lock you out.
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9. Print Payroll Advices (Direct Deposit)

Payroll & Personnel — Payroll Processing Functions — Payroll Start/Status — Payroll Start/Status Summary Screen
Find correct warrant (if not showing on screen) — Click on Change

Click on Print Payroll Advices — confirm payroll
Click Change
Enter/verify starting check # - screen should look like below
Edit message if necessary — Enter to save

[¥] Payroll Direct Deposit Advice Processing - MUNIS [TESTING DATABASE] Ol =]
My File Edit Tools Help
o
lv X| EIEXS x| l (& m[t @
Check Date IDSJD2J2DD? Payp Period End D ate |D2£23£2DD?
Align | Checking Accaount Org |1 oo GEM FUMD
Bint Checks.-".t‘-‘«.dvl Oby |1D4DDD CASH UMRES
Check /A dvice Format |L- LASER - STANDARD =l
Repnnt |
Lazer Cartridge Code I j |
sl | Check/tdvice Sort Seguence |4 -MalL S0RT, CHECK LOC, NAME j

¥ Frint Loc/Org on Check
¥ Suppress S5N from checks
[ Reformat Expart far Tyler Forms

Starting Check Number I 345831
Mumber of Checks/Advices to Print I i]
Total Humber ta Print I i]
—Reprints
Starting Old Check Mumber I Ending Old Check Mumber I
— Check Meszag

Twao Line Mezzage to Print on Checkdbdvice Stub:
IACCHUAL BALAMCES REFLECT CURRENT USAGE. [D1=DAYS (H]=HOURS

IADJUSTMENTS & MONTHLY &waRDS ARE MADE BY THE 2ND WEEK OF THE MOMTH.
Thirty Character Meszage to Frint on CheckAdvice:

Change check bype andfor starting check number. YR
4

Lineup for laser printer
Make sure boxes are in sequential order
Load forms in Tray 4 — Face Down — top of form toward wall
Check will start printing from the top of pile

Click on Print Checks/Adv
Use bulk_rp as primary printer, bulk2_rp as secondary printer

When completed — exit back to Payroll Start/Status Summary Screen

NOTE: See Reprint procedures if necessary

DO NOT RELEASE ADVICES UNTILTHEY
HAVE BEEN CHECKED AGAINST DIRECT
DEPOSIT ADVICE REGISTER
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10. Advice Register

Payroll & Personnel — Payroll Processing Functions — Payroll Start/Status — Payroll Start/Status Summary Screen
Find correct warrant (if not showing on screen) — Click on Change

Click on Advice Register — confirm payroll
Define as indicated below — Main & Output Options tabs only — save settings

Company Descriptive Date = CHECK DATE

Checking Account # = verify number for payroll (different for regular/retirement)

[l] Direct Deposit Register/Media - MUNIS [TESTING DATABASE]
My File Edit Tools Help

5 =3

[ﬂ] Direct Deposit Register;/Media - MUNIS [TESTING DATABASE]
My FElle Edit Tools Help

=101

A I E ER R e ETE ]

Company Mame

Company Bank Code
Company Descriptive Date
Company Discretionary Data
Company Entry Description
Custamer Checking Account H
FReference Code

Tax ID

Ongin/Sending Number
Tranzit/R outing Mumber
Drigin/DF Ident

Batch Mumber

Effective Entry

Main IDulputDptions | Tape MagMedia | Overide Fiekds | Custom Header |

Iwvx[ia=xnlacBGD xRS EEI S ot 3

[CITY OF WESTFIELD
[Bet - BABANK, =l

02/23/2007 Illg
FATROLL
01162179
045001356
1046001356

01130235
01130235

—

\ [z

’rMedia File: Path

Main | Output Optiors ITapeMag Media | Overide Fields | Custom Header |

Employee ACH File Hame ddoutput
Vendor ACH File Name wenddeposit

[V Uss Origin/Sending Number

v Create Debit Entry

¥ Include Line Feeds

I~ Page Break onBank.

I~ Preview ACH File

W Use 55K As Individual 1D Number

CCD or CT Segment

ASC K12 Addenda Information
Interchange Sender Tupe I :I

Interchange Sender Code
Application Sender Code

ICCD with ha addenda formatting ;I

’rMsdia File Path ‘

EFffective Entry Date {if blank, check date is used). {alt+Down Arrauw)

|OVR

Click Register — output to printer

EFffective Entry Date (if blank, check date is used), (alt+Down Arrow)

Click Bank Report — output to printer (BALANCE TOTAL TO TRANSMIT FILE TOTAL)
Click File Tape — will create file — when complete, name is under Media file path

When completed — exit back to Payroll Start/Status Summary Screen
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11. Transmittal File Creation (Direct Deposit)
Command Prompt

H:\> J:

J:\> cd payroll

J:\ payroll> mkdir xxxxxx

J:\payroll> cd xxxxxx

J:\payroll\xxxxxx> telnet munis
Where xxxxxx = current warrant #
— logon as yourself

After logon — follow script below

At menu hit cntrl \ (control key and backslash key at same time)

$ cd /u2/live/spool

$ pwd

$ ./createreg

$ /usr/bin/bulk3_Is westreg(or /usr/bin/blk2d_ls westreg)
$ exit

STOP & CHECK PRINTOUT
Check payroll date
Check #1046001356
Check header on top of file:
CITY OF WESTFIELD and PPDPAYROLL
Check totals at end of printout

J:\payroll\xxxxxx> ftp munis
— logon as yourself

ftp> cd /u2/live/spool
ftp> pwd

ftp> get westreg

ftp> quit
J:\payroll\xxxxxx> exit
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12. Print Payroll Checks

Payroll & Personnel — Payroll Processing Functions — Payroll Start/Status — Payroll Start/Status Summary Screen
Find correct warrant (if not showing on screen) — Click on Change

Click on Print Payroll Checks — confirm payroll
Click Change
Enter/verify starting check # - screen should look like below
Edit message if necessary — Enter to save

] Payroll Check Processing - MUNIS [TESTING DATABASE] =100 x|
My File Edit Tools Help
+o
v %] [aes =[(30F X] [ [€ >[*: @)
Check. Date IDS.-"D2.-"2DD? Pay Period End D ate |D2.-"23.-"2DD?
Align | Checking Account Org |1 ] GEM FUND
Bint Checks.-"Advl Obj |1D4DDD CASH UNRES
Check /Advice Format |L - LASER - STANDARD =l
Beprint |
Laser Cartridge Code | LI |
Test | Check/4dvice Sort Sequence |4 -MaAIL SORT, CHECK LOLC, MAME LI

¥ Print Loc/Org on Check
¥ Suppress SSH from checks
I Reformat Expart for Tyler Farms

Starting Check Number I 1392388
Number of Checks/Advices to Print I 1}
Tatal Mumber ta Print I 0
—Reprint:
Starting Old Check Mumber I Ending 0ld Check Mumber I
—Check Meszag

Twao Line Message ta Print on Check/Advice Stub:

|ACCHUAL BALAMCES REFLECT CURRENT USAGE. (D) =Da&Y5S  [H)=HOURS
|ADJUSTMENTS 4 MONTHLY &wARDS ARE MADE BY THE 2MD WEEK. OF THE MONTH.
Thirty Character Mezzage ta Print on Check/Advice:

Change check type andfor starting check number, R
v

Lineup for laser printer
Make sure boxes are in sequential order
Load forms in Tray 4 — Face Down — top of form toward wall
Check will start printing from the top of pile

Click on Print Checks/Adv
Use bulk3_rp as primary printer, bulk_rp as secondary printer

When completed — exit back to Payroll Start/Status Summary Screen

NOTE: See Reprint procedures if necessary

DO NOT RELEASE CHECKS UNTIL THEY
HAVE BEEN CHECKED AGAINST ACH CHECK
REGISTER.
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13. Check Register/Magnetic Media.

Payroll & Personnel — Payroll Processing Functions — Payroll Start/Status — Payroll Start/Status Summary Screen
Find correct warrant (if not showing on screen) — Click on Change

Click on Check Register — confirm payroll

Click Define if necessary.

DOUBLE CHECK BANK ACCOUNT NUMBER - it changes for retirement payroll

[ Payroll Check Register - MUNIS [TESTING DATABASE]

My File Edit Tools Help

=101

lvx[smaxacB0 X[ RODWE 1 [ o] Q)

—Report/Media Options

Lustom Header Checking Account

Output Types Dezsired

tagnetic Media Format
Barik Murnber

Bank Account Mumber

Frint Location

Check Date IDE;"DEI;"EEID?

Fay Peniod End Date

Org I'IEIEIEI GEM FUMD
Ok I'ID#EIEIEI CASH UNRES

|BOTH =l

IEIE;’EIE;’EEIEI?

I.-’-'-. - BaME OF BOSTOM / CITIZENS BANE

—

0001162179
¥ Mag Media #ith Line Feed

[T Include G/L Account Info on Bepart
[T Include Text at End of Repart E;-F’|
|CHECK LOCATION =l

—Mag kedia File Path

Define output options,

Click on print icon print to laser

P

Note name of magnetic file at bottom of screen when finished. You will need this filename in step 14
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14. Check Reconciliation ACH File Creation

Command Prompt
H:\> J:
J:\> cd payroll\xxxxxx
J:\payroll\xxxxxx> telnet munis
*Where XxXxxx = current warrant #
— logon as yourself
After logon — follow script below

At menu hit cntrl \ (control key and backslash key at same time)

$ cd /u2/live/spool

$ pwd

$ rm achfile

rm achfile Y/N? Y (this may or may not be asked)
$ mv prchkrmg.nnn achfile

$ chmod 777 achfile

$ ./createach

Bank Boston ACH Transmission

ACH file WESTACH is ready for file transfer

$ /usr/bin/blk3d_lIs westach (or /usr/bin/blk2d_Is westach)
$ exit

STOP & CHECK PRINTOUT
Check payroll date
Check header on top of file
STRIPS WESTFIELD MA
acct # 0001162179
check beginning & ending check numbers

J:\payroll\xxxxxx> ftp munis
— logon as yourself

ftp> cd /u2/live/spool
ftp> pwd

ftp> get westach

ftp> quit
J:\payroll\xxxxxx> exit

Last updated 10/30/2007 Appendix F-1 IT Regular Payroll Procedure

F-1

Page 12 of 26




15. Bank Notification (Direct Deposit) ADD 9000 & 9001 for Direct Deposit Total

Complete form
Call VRU - Record Confirmation number

16. Transmit Direct Deposit file
DO NOT USE PHONE DURING TRANSMITAL
Start

Dial Connections
Direct Deposit.ht

Click OK

Click Dial

After connection, you should get login prompt.
User name PE13803I
Password R2UT1363

Wait until you see “The current file transfer protocol is KERMIT”.
Under transfer menu, click on Send File.
Make sure protocol is Kermit
Type in J:\payroll\xxxxxx\westreg in filename box
(XXXXXX = curr war #)
Click send.
Send status box will appear.
When box closes, select Exit from file menu.
Click YES to disconnect.

17. Email Notification — Direct Deposit

Send when step 16 completed

Open Email program. Send email with attached message or similar.

Send to Payroll Direct Deposit Notification group located in Tech
Center Contacts address book

17A. Email Notification from Treasure’s office when bank
received file.

18. Bank Notification (Check Reconciliation)
Complete form - Fax Bank

19. Transmit Check Reconciliation ACH File
DO NOT USE PHONE DURING TRANSMITAL
Start

Dial Connection
Check Reconcilliation.ht

Click OK

Click dial

After connection, you should get login prompt.
User Name MAARK1UB
Password 1301K1UB

Wait until you see “The current file transfer protocol is KERMIT”.
Under transfer menu, click on Send File.
Make sure protocol is Kermit
Type in J:\payroll\xxxxxx\westach in filename box
(Xxxxxx = curr war #)
Click Send
Send status box will appear.
When box closes, select Exit from file menu.
Click YES to disconnect.
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20. Summary Proof (School)
Payroll & Personnel — Payroll Processing Functions — Payroll Start/Status — Payroll Start/Status Summary Screen
Find correct warrant (if not showing on screen) — Click on Change

Click on Earnings Deductions Proof — confirm payroll

Define
Primary Report Tab
Proof option F - SUMMARY ONLY
Report Seq 04 - LOC/NAME - TOTALS BY LOC
Page Break L — Location
Print Text N — No Text Location/Org Ranges Tab
Uncheck print emp SSN (Location — S000 to S999
Check print payroll statistics do not need anymore)
I [= 5 |l 4] P ayroll Earnings,/Deduction Proof - MUNIS [TESTING DATABASE] =lolxl
My Fle Edit Tools Help My File Edit Took Help
I IEEFE O EEE R Y ElEE T EE ) VX teaaasR0 X REIEEI | So(t 0
Primary Report ISECUHdaI}'HEDUIl | Loc/Oig Ranges | Primary Report I Secondary Repaort ‘ Loc/Org Ranges |
Define
Pracf Optian [F-SUMMARY DMLY = Losalion [S000 to|5333
Frepart Sequence [04 - LOCMAME - TOTALS B LOC = ma tn [zzzzzzez
Page Break JL-LocaTIoN |
Print Te [N-NOTERT = (=]
[~ Frint Employee S5H
¥ Frint Payroll Statistics
Report Title [SUMMARY PROOF
Change proof options., Primaty or Pay Org Range, depending on report.
oR| ol

File — Output — check box to print to file
File name: 8sumxxxxxx printto prcop_pm (print to payroll printer)
(where xxxxxx = warrant #)

If you receive pop up message — click OK
|

Awailable Cash Balahce will be lezs than zero
after thiz payroll has been processzed.

{...

When completed, redefine report values — Step 21
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21. Detail Proof
Define
Primary Report Tab
Proof option B - DETAIL PROOF
Report Seq 04 - LOC/NAME - TOTALS BY LOC
Page Break L — Location
Print Text N — No Text

Location/Org Ranges Tab

Uncheck print emp SSN Location — blank to zzzz

Check print payroll statistics

¥ Payroll Earnings/Deduction Proof - MUNIS [TESTING DATABASE] J9 =<l # Payroll Earnings/Deduction Proof - MUNIS [TESTING DATABASE]

My File Edit Tools Help My FEile Edit Tools Help

=101

lvxX[s=@anjat B hedEEI[Calal

lwx[%=@nacB0* haHRE

G e[ @

- Primary Report ISecﬂndalyF\apnrt | Loc/Oig Ranges |
i Define I

Primaiy Report I Secondary Report | Loc/Oig Ranges I

Proof Option |B - DETAIL PROOF
Report Sequence |D4 - LOC/MAME - TOTALS BY LOC
Page Break [L-LOCATION

Location to [Z277
Org to|zzzzz222

Lo Lef Ll 1]

|G

Pt Test [N-NOTENT
[~ Frint Employee S5H
¥ Frint Payroll Statistics
Report Title IEAHN % DED DETAILED PROOF

Change proof options, Change proof options.

OV
¥

File — Output — check box to print to file
file name 4detxxxxxx (city)
8detxxxxxx (school)
(where xxxxxx = warrant #)

If you receive pop up message — click OK

x

Awailable Cash Balance will be less than zero
after thiz payrall has been processed,

l....

When completed — exit back to Payroll Start/Status Summary Screen

City: Print 1 copy for distribution
Dept Menu - Spool F/M
Find — in spool file name enter *xxxxxx*  (where XXxXxxx = warrant #)
Highlight file
Print Files —
Choose no filter
X: check off Cpy: 1
Click green check mark or hit enter to print
School: print to payroll printer — prcop_pm
Close spool file maintenance

Last updated 10/30/2007 Appendix F-1 IT Regular Payroll Procedure

F-1

Page 15 of 26




22. Detail Distribution Report

Payroll & Personnel — Payroll Processing Functions — Payroll Start/Status — Payroll Start/Status Summary Screen
Find correct warrant (if not showing on screen) — Click on Change

Click on Detail Distribution Report — confirm payroll

Define

(you must define before printing even if screen is correct)

Change if needed

ol
—Dutput typ
£ MUNIS printer File: name: |4d1s030907]
Flle - OUtpUt - CheCk bOX to p”nt to flle " Local printer Comment: Creates a MUNIS spool file retrievable from Spool File Maintenance.
f| Ie name: 4d |SXXXXXX (Clty) & File ‘Y'ou may accept the default ar enter your own file name.

8disxxxxxx (school)  Display
(where xxxxxx = warrant #)

—Fieport lith

IPAYHEILL EARMINGS DISTRIBUTION

—Option:

I Landscape Cupiesl 1 llil

When completed — exit back to Payroll Start/Status Summary Screen

City - Print 1 copy for distribution
Dept Menu — Spool F/M
Find — in spool file name enter *xxxxxx*  (where XXxxxx = warrant #)
Highlight file
Print Files —
Choose no filter
X: check off Cpy: 1

Click green check mark or hit enter to print

School — follow above but print to payroll printer - prcop_pm
Close spool file maintenance
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23. GL Distribution Journal/Update
Payroll & Personnel — Payroll Processing Functions — Payroll Start/Status — Payroll Start/Status Summary Screen
Find correct warrant (if not showing on screen) — Click on Change

Click on G/L Distribution Journal — confirm payroll

Define
Main Tab
Leave Split between G/L periods unchecked — unless directed by Auditor
Reference — warrant #
Short Description — Run type # and short name (ie 4 weekly, 2 fire, 5 retire)
G/L Effective date — check date
Year — current fiscal year
Period — fiscal month
July 01 October 04 January 07 April 10
August 02 November 05 February 08 May 11
September 03 December 06 March 09 June 12
Leave percent as is (100.00)
NOTE: Split distribution will change year, period, & percentage — as directed by Auditor
Accrual Tab - leave blank
[®] G/L Distribution Journal - MUNIS [TESTING DATABASE] o ]
My File Edit Tools Help
lvX[éoa«ua(B0 X RA[ME D[S alt: @
b ain I Acciual |
—Hain Period —Split Period
Output-Past | [~ Split Between GAL Periods [~ Defer Cash Pasting
B Reference IW Feference I—
Short Description W Short Description I—
ﬂl G/L Effective Date 03/09/2007 i G/ EffectiveDate | A4
Year W Year I—
Period BE MR Periad [
Percent Iw Percent Iﬂ
Define &)L journal update parameters, ovR
4
x

If fiscal period not closed, you may get this error.

? WARMING: The G/L Default Fiscal vear/Period of 2007/07 does not Confirm that Year/Period are correct before proceding.

match the Effective D ate Fizcal Year/Period of 2007/03.

@Dutput
—Output tpe
File name: [4g1d030907

" MUNIS printer
Comment: Creates a MUNIS spoal file retrievable from Spoal File Maintenance:
You may accept the default o enter your own file hame.

" Local printer
i+ File

Click on Output-Post
Check box to print to file
file name: 4gldxxxxxx (city)
8gldxxxxxx (school)
(where xxxxxx = warrant #)

i Displap

Repaort titl
’]F’A’YF\DLL DISTRIBUTION JOURNAL: STAMDARD WEEKLY PAY

— Olption:
™ Landscape Copies |—1l|i|
x o | e |

!1) Ma errorz were found. Do you wizh to post thiz batch?

No errors — Ok to post, ok when journal posted
If any errors — see Step 23a

Ve |
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When completed — exit back to Payroll Start/Status Summary Screen

City: print 1 copy for distribution - DUPLEX (Auditor’s)
Dept Menu — Spool F/M

Find — in spool file name enter *xxxxxx*  (where XXxXxxx = warrant #)

Highlight file

Print Files —
Choose no filter
X: check off Cpy: 1
Change to duplex printer
Click green check mark or hit enter to print

School: follow above but print to payroll printer — prcop_pm (for John Kane)
Close spool file maintenance

23a. G/L Distribution Errors
If there are errors you will get a message asking whether to print errors. Enter Y.

@Errur(s] Occurred During P El

When you get error list, type F to fix. Type F for find and hit escape to bring up Error(s) occuned during processing.
errors. A window will come up showing each error in sequence. You will have to 0 *You may not cortinue,

enter correct org/object numbers. Get this information from Auditor’s Office. Do pou wish to produce an ermor listing?
Continue until all errors are fixed. Use find/update/next as in other screens

o |

You may get the following message:

One or more funds are not balanced.
Can not be corrected by ‘FIX’ routine.

If you get the above message it will print a copy of the Payroll Distribution Journal: Standard. Find the fund or funds that do not
balance and call the Auditor’s Office.
After errors are fixed by Auditor rerun GL Distribution Journal/Post

****NOTE : UPDATE THIS PAGE AS ERRORS OCCUR, CAN’T RECREATE ****
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24. Deductions Report by Type.
Payroll & Personnel — Payroll Processing Functions — Payroll Start/Status — Payroll Start/Status Summary Screen
Find correct warrant (if not showing on screen) — Click on Change

Click on Deductions Report by Type — confirm payroll

Define 7
[M] peductions Report by Type - MUNIS [TESTING DATABASE] =0l

Location — Blank to ZZZZ (except where noted) . He Edt Todk Help . : S -
Deductions — Change range as noted on run list lo X[ & a@=(ai[R0 X RS HE 0 |[G o

Single copy — click printer icon

Location I I ta IZZZZ I

Org | I Y R
Deduction I 2060 I to I 2100 I
Report Sequence [B - DED/EMP NAME =l

[¥ Page Break After Deduction
I~ Include Gross Pay

Define report options, R
A

End of month/quarter — print weekly reports and then complete EOM/EOQ reports

When completed — exit back to Payroll Start/Status Summary Screen

25. Deductions Not Taken Report
Payroll & Personnel — Payroll Processing Functions — Payroll Start/Status — Payroll Start/Status Summary Screen
Find correct warrant (if not showing on screen) — Click on Change

Click on Deductions Not Taken Report — confirm payroll

Define I=TE
My File Edit Tools Help
Accept defaults
b, — |r i | Fd [3 oy
Click printer icon — will print errors if any PEIEEEIEYSIERES Y 1= TS
Sart By |3 - EMP NaME =l
[~ Page Break on Org
Define repart options, ’%
Y

Define report opkions,

' Mo records Found For the criteria defined, If no errors, message on left will d|sp|ay
— . I

When completed — exit back to Payroll Start/Status Summary Screen
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26. Deduction Mag Media — City Retirement (MA TACS) file
Payroll & Personnel — Payroll Processing Functions — Payroll Start/Status — Payroll Start/Status Summary Screen
Find correct warrant (if not showing on screen) — Click on Change

Click on Deduction Mag Media — confirm payroll

Scroll down, highlight MA TACS, and select

S

File Edit Tools Help

lvX[dmaaas B xR EE.

Batch Posting Date
Batch Posting Humber
Unit Code

Report Optiohs

Base Deduction
Makeup Deductions

Tauable
Non Tanable
Incremental Deduction

Lacation

T[4 @)
03/09/2007 i
[
CTY
& Detal
¢ Summay
[T w [ 7m
— © T
T -
IEEAC 78z
[ © =

’rMag Media File Path

Define output options.,

OVR
v

[l] Deduction Mag Media and Report

File Edit Tools Help

i m/

PEIEEF I E RN RIS

GPMCU

=]

Lowel

Great West

Aetna M)

MFPRS!

Pension Extract File

Fidelity

EBSE

t Fils [FLEX)

O

Hartford Life

K School Finance

CitiStreet

Diversified Investment Advisors

BenefitsCop

Batch Posting Date = PR check date

Accept all other defaults

Click on Spool Icon

file name will be under Mag Media File path

Will retrieve this file (step 27) & email (step 28) to retirement dept.

When completed — exit back to Payroll Start/Status Summary Screen
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27. Transfer Payroll Spooled Files

Files to transfer (where xxxxxx = warrant #)

CITY SCHOOL
Final proof AFiNXXXXXX BFinXxxxxx
Detail proof 4detxxxxxx 8detxxxxxx
Detail distribution AdisXXXXXX 8disxxxXxxx
G/L distribution 4gldxxxxxx 8gldxxxxxx
8SUMXXXXXX
Retirement file prtacsmg.yyy (where yyy= from run check list, assigned by munis)

Command Prompt

H:\> J:

J:\> cd payroll\xxxxxx

J:\payroll\xxxxxx> ftp munis
— logon as yourself

ftp> cd /u2/live/spool

ftp> pwd

ftp> mget 4*xxxxxx* (city)

mget 8*xxxxxx* (school)

acknowledge each file to transfer Y

ftp> get prtacsmg.xxx

ftp> quit

J:\payroll\xxxxxx> exit

28. Email Retirement file to Retirement Department
Open Email program.

Send email with attached message or similar.

Send to l.rea@cityofwestfield.org

Attach retirement file created in step 26

iy Retirement File Warrant 030907 - Message - Microsoft Word = | Ellll
- FEle Edit ‘Miew Insert Format  Jools  Table  Window Help Type aquestion for help = X

HEEHEN SRy I R2RT oo R

- h Mormal + Arial, - Arial ~10 ~ B I U E =

- =lgend o - G 9«‘ L, IOEt\ons... + | HTML -

OFREHET wo% -3,
1= O-<-A-.

|I.rea cityofwestfield, or

Subject: |Retirement File Warrant 030907

- Attach,., prtacsma.042 (102 KB

% 1 1 1 z 1 3 1 4 1 c 1 13 | 7 1 &:
Here is your retirernent file for reqular payroll warrant 030907
]
ES
-3
¥

=[@]a = 4] | ¥
Page S At L Cal REC TRE EXT OvR (O 4
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**THESE STEPS ARE RUN AFTER LAST PAYROLL OF WEEK IS COMPLETED **

29. City Retirement Deduction Report

Payroll & Personnel — Retirement & State Specific — Northeast — Massachusetts — MA Retirement Deduction Report

Define
Check Date — Specify
Dates are same — Friday payroll check date
Report options — Weekly Report

File — Output — 1 copy DUPLEX

When completed — exit program

30. Employee Deduction Register

[M] MA Retirement Deduction Report - MUNIS [** TRAINING DB =10 x|

My Fle Edit Tools Help

IvXiEenas R xheEEHE IS >

Check Date m
[o3/03/2007  pid v 03032007 i
Location lﬁ to m
—Feport O ption:
Format |"EEKLY REPORT |
Sequence |4 GROUP/NAME |

I~ Page Break on Loc/Group/Deduction

D eduction:
Retirement m to m
Additional m
—Excluded P.
el [ el
o e
o e
o e
[ -
Pay Range to exclude from Total Earnings. W y

Payroll & Personnel — End of Period Functions — End of Period Reporting — Employee Deduction Register

[l] Employee Deduction Register - MUNIS [** TRAINING DB Sat Mar 17 #¥]

My File Edit Tools Help

=181

X[ tERuai [ B XReIFEEI ]St @

Report Option I Sumrnary - I
Sort Option I 'I
Frequency IYear j ISpecif_l,l LI I I 2007 Year

I~ Hide Emplopes S5M
[~ Hide Employee Gioss
I~ Page Break by Deduction

Deductlonl 1000 lol 4333
Location || loIZZZZ

Org | () Frmrrd

Primary Location Range {from Employes Masker)

Last updated 10/30/2007

Appendix F-1 IT Regular Payroll Procedure

Define
Report Option — Summary
Frequency — Year (current calendar year)
Deduction — input range as specified
Weekly payroll — run deductions 1000-4999 only
Accept define
File — Output — 1 copy
NOTE: This report takes very long to generate. May

want to run overnight if possible.

When completed — exit program
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31. YTD Gross Pay Totals
Payroll & Personnel — Employee Maintenance/Reports — Accumulators Report

Perform Find on following conditions
Year — current calendar year
Earning/Deduction — 0 (gross pay)
Frequency — Y (yearly)

Hit enter to accept find conditions.

Confirm records: YES to continue

When find completed — click on Report Options
Define (check screen; changes at EOM)

When completed — accept changes

close options box to return to main accumulator screen

At main screen — print 1 copy (to Treasurer)

When completed, exit program
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32. OBRA Weekly Report
Double click on Crystal Reports — Double click on Computer Center Reports
Double Click on Obra Weekly Report

Click on lighting bolt under Format to refresh
Prompt for new parameter values
Check date — Discrete Value = (mm/dd/yy) — current check date (ie 03/09/07)

Connection Information — when you 1% use Crystal
Data Source screen — Make sure Munis Crystal Reports is highlighted in Data Source Name — click Next
Logon Screen — Make sure Munis Crystal Reports is highlighted in Server Name:
Type in Munis user ID & password — hit enter

After 1% page of report shows in preview — click on >| (arrow at far right — last page)
When done it will show last page of last location run

Click on File/Print/Printer (goes to default printer)
If you want to change printer
Click on File/printer setup — Choose Printer — Click OK
When print is completed — exit program
33. Credit Union Weekly Report
Double click on Crystal Reports — Double click on Computer Center Reports
Double Click on Credit Union Weekly Report
Click on lighting bolt under Format to refresh
Prompt for new parameter values
Check date — Discrete Value = (mm/dd/yy) — current check date (ie 03/09/07)
Connection Information — when you 1% use Crystal
Data Source screen — Make sure Munis Crystal Reports is highlighted in Data Source Name — click Next
Logon Screen — Make sure Munis Crystal Reports is highlighted in Server Name:
Type in Munis user ID & password — hit enter
After 1% page of report shows in preview — click on >| (arrow at far right — last page)
Click on File/Export
Format: Acrobat Format (PDF) Destination: Disk File - 0K
Page Range: All - 0K
Choose Export File — Save in
Save file in J:\payroll\xxxxxx\credit union weekly report.pdf — SAVE (where xxxxxx = current warrant)
When file is exported — exit program

Open Email — attach file to email message to credit union

IF END OF MONTH (EOM) OR END OF QUARTER (EOQ)
GO TO EOM & EOQ REPORTS RUN DOCS
IF NOT EOM OR EOQ, GO TO STEP 34
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34. Print T/A Earnings worksheets
Double click on Crystal Reports — Double click on 1.Earnings Worksheets

Double Click on 1.City EW — Totals.rpt For distribution to city G&E, Retirement (C460, C912, C913)
Will receive message that report could not be opened for writing — Click OK to continue

Click on lighting bolt under Format to refresh
Prompt for new parameter values
Check date — Discrete Value = (mm/dd/yy) — Check date for next PR (FRI) ie 07/28/2006
From date — Discrete Value = (mm/dd/yy) — Pay Period Start Date (SAT) ie 07/15/2006
To date — Discrete Value = (mm/dd/yy) — Pay Period End Date (FRI) ie 07/21/2006

Connection Information — when you 1% use Crystal
Data Source screen — Make sure Munis Crystal Reports is highlighted in Data Source Name — click Next
Logon Screen — Make sure Munis Crystal Reports is highlighted in Server Name:
Type in Munis user ID & password — hit enter

After 1% page of report shows in preview — click on >| (arrow at far right — last page)
When done it will show last page of last location run

Click on File/Print/Printer (goes to default printer) — use BLUE letter paper
If you want to change printer
Click on File/printer setup — Choose Printer — Click OK

When print is completed — exit program
Will receive Report has been modified — Would you like to save changes Message
Click NO to continue
35. Print T/A Earnings worksheets

Double click on Crystal Reports — Double click on 1.Earnings Worksheets

Double Click on 1.City EW — No totals.rpt For distribution to city depts
Will receive message that report could not be opened for writing — Click OK to continue

Click on lighting bolt under Format to refresh
Prompt for new parameter values

Check date — Discrete Value = (mm/dd/yy) — Check date for next PR (FRI) ie 07/28/2006
From date — Discrete Value = (mm/dd/yy) — Pay Period Start Date (SAT) ie 07/15/2006
To date — Discrete Value = (mm/dd/yy) — Pay Period End Date (FRI)  ie 07/21/2006

Connection Information — when you 1% use Crystal
Data Source screen — Make sure Munis Crystal Reports is highlighted in Data Source Name — click Next
Logon Screen — Make sure Munis Crystal Reports is highlighted in Server Name:
Type in Munis user ID & password — hit enter

After 1% page of report shows in preview — click on >| (arrow at far right — last page)
When done it will show last page of last location run

Click on File/Print/Printer (goes to default printer) — use BUFF/YEL L OW letter paper
If you want to change printer
Click on File/printer setup — Choose Printer — Click OK

When print is completed — exit program
Will receive Report has been modified — Would you like to save changes Message
Click NO to continue

** WEEKLY PAYROLL COMPLETED **
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City Depts

Treasurer

Auditor

School Business
Office

Retirement

Credit Union

Tech Ctr

Last updated 10/30/2007

DISTRIBUTION OF WEEKLY PAYROLL

Earning Deduction Proof — Detail Proof (step 21, 1 copy)

Detail Distribution — (step 22, 1 copy)

Deduction Not Taken Report — (step 25, 1 copy — if NON-credit union)
Earnings Worksheets

Earning Deduction Proof — Final Proof (step 7, 1 copy)

Direct Deposit Register — (step 10, 1 copy)

Payroll Electronic Fund Transfer Register (Bank Report) — (step 10, 1 copy)

Check Register — (step 13, 1 copy)

Earning Deduction Proof — Detail Proof — Retirement locations — (step 21a, 1 copy)
Deduction Reports — (step 24, 1 copy)

Employee Deduction Register — (step 30, 1 copy)

YTD Gross Pay Totals — (step 31, 1 copy)

OBRA Weekly Report — (step 32, 1 copy)

Earning Deduction Proof — Final Proof (step 7, 1 copy)
Payroll Distribution Journal (step 23, 1 copy duplex)

Earning Deduction Proof — Summary Proof (step 20, 1 copy duplex) — John Kane
Earning Deduction Proof — Detail Proof (step 21, 1 copy) — School Payroll
Payroll Earnings Distribution — (step 22, 1 copy) School Payroll

Payroll Distribution Journal (step 23, 1 copy duplex) John Kane

Deduction Not Taken Report — (step 25, 1 copy — if NON-credit union) School
Don’t Staple any School Reports

City Retirement Deduction Report — (step 29, 1 copy duplex)
Deduction Not Taken Report — (step 25, 1 copy — if credit union)Fax to credit union
Earning Deduction Proof — Detail Proof (step 5, 1 copy)

Direct Deposit file printout (step 11, 1 copy)
Check Reconciliation file printout (step 14, 1 copy)

Appendix F-1 IT Regular Payroll Procedure F-1 Page 26 of 26



Payroll Run Check List CITY Weekly Payroll Check Date

Prior week Payroll tasks Week #

Run Type

1) Start Payroll & T/A Switch
Run Type 4 — Standard Weekly Payroll - CITY

Warrant# (mmddyy —check date)

Checkdate /[ (mm/dd/yyyy) next Friday’s date

Fiscal year 2012 (will fill in automatically — change if needed)
Begindate /[ (mm/dd/yyyy) two Saturday’s ago date
Enddate [/ [ (mm/dd/yyyy) last Friday’s date

2) E-mail to CITY Payroll Switch Notification

Current week Payroll Tasks

X 1) Masterfilechanges
_ 2)T&Aentry

3) Payroll Generation — wait for ok from City (personnel)

Date Time
Begindate /[ (mm/dd/yyyy) two Saturday’s ago date
End date /I (mm/ddlyyyy) last Friday’s date

Location: C000 to H999 define

Deduction Cycle (1-5): (should be same for all)
Weekly
Bi-Weekly
Semi-Monthly
Monthly
Quarterly
Semi-Annual N
Annual N

Execute

il

Notify users that generation is completed

X__ 4) Earnings-Deductions-FHe-Maintenance (EDFEM)—enterany-C-Pay-entries
X_ 5) Earnings-Deductions-Proof

6) Auditor — wait for T&A move
EDFM - Run warning/serious errors — fix any serious errors (warnings OK)

7) Earnings/Deduction Proof — Print Final Proof

Spool report, then print totals only — 2 copies  Filename: 4fin
Print C912/C913 total pages
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8) Employee Update
Note: print screen any accrual errors — send to Steve Z. to be fixed — ok to continue

9) Print Payroll Advices (Direct Deposit)

Use tray 4 on laser bulk3_rp (or bulk_rp) forms face down with top of form toward wall
With highest advice # on the bottom and lowest on top. The advices feed from the top.

Advice # to # DD

10) Advice Register (Direct Deposit)

Print Direct Deposit Register Total $
Print Direct Deposit Bank Report Add 9000 & 9001 for DD Total
Create Direct Deposit File

11) Transmittal File Creation (Direct Deposit) C

12) Print Payroll checks

Use tray 4 on laser bulk3_rp (or bulk_rp) forms face down with top of form toward wall
With highest check # on the bottom and lowest on top. The checks feed from the top.

13) Check Register - Magnetic Media
Filename: prchkrmg. xt Total $

14) Check Reconciliation File Creation C

NOTIFICATIONS AND TRANSFERS
15) Bank Notification (Direct Deposit) - CALL BANK — COMPLETE FORM & FILE WITH PAYROLL

16) Direct Deposit Transfer Time: Date: P:\payroll\ C\westreg

17) Send email notification that Direct Deposit has been transmitted
17A) Receive email notification from TREAS that Bank received file ok.

18) Bank Notification (Check Reconciliation) — FAX BANK -COMPLETE FORM & FILE WITH PAYROLL

19) Transfer Check Recon Time: Date: P:\payroll\ Cl\westach
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X__20) Summary-Proof Report{School-only)—1 copy-duplex

21) Print Detail Proof
Spool, print 1 copy Filename: 4det
Print 1 copy of Head Start payroll to payroll printer prcod_pm

22) Detail Distribution Report

Spool, print 1 copy Filename: 4dis
23) GL Distribution Journal/Update File name: 4gld
Reference , Year 2012 ,Period __, & Percent 100

Spool, DUPLEX 1 copy

24) Deduction Reports
Run EVERY week
2060-2100
2915-2915
6011-6999
8190-8191
CITY ONLY: 8112-8600  Location H348 to H348 — print to hdst_ pm Head Start’s printer

25) Deductions Not Taken Report

26) Deduction Mag Media
City Retirement MA TACS — Mag Media  File name: prtacsmg. Axt

27) Transfer Payroll Spooled files C

28) Email Retirement File

**THESE STEPS ARE RUN AFTER

LAST PAYROLL OF WEEK IS COMPLETED **
(MAKE SURE SUMMER PAYROLL IS RUN BEFORE DOING THESE REPORTS)

29) City Retirement Deduction Report (Weekly)
30) Employee Deduction Register Weekly payroll run deductions 1000 — 4999 only
31) YTD Gross Pay Totals

32) OBRA Weekly Report
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** |F END OF MONTH OR END OF QUARTER **
** COMPLETE EOM & EOQ REPORTS **

THESE STEPS ARE RUN AFTER
PERSONNEL NOTIFICATION IS RECEIVED &
ALL PAYROLLS ARE COMPLETED

Check date / /

From date / / to date / /

Same information for all:

34) Print T/A Earnings worksheets
City EW - Totals.rpt (C460, C912- C913)
USE BLUE LETTER SIZE PAPER

35) Print T/A Earnings worksheets
City EW — No Totals.rpt
USE BUFF/YELLOW LETTER SIZE PAPER

4/17/2012 F-2 Page 4 of 4



PAYROLL ..ottt a e e 3

EOY PROCEDURER ...t e e aa s 3
PREPARATORY STEPS ...ttt ettt ettt ettt e ee bt e st e st e e et e beseeebeeneessens e s easeeeeebeeneeneeneenean 3
STEPS FOR SETTING UP CURRENT NEW YEAR CALENDAR YEAR .....cccooiiiinininieiiiicnenceneeeeeeeene 3
STEPS FOR REPORTING YEAR CALENDAR YEAR ...ccooiiiiiiiiiieetetctcesteeseee ettt 3
SEEP 1 — PreParatory STEPS ...eeeueeeiuiiiitteititeeteeett ettt ettt st ettt esate e sttt e sabeesab e e sabe ettt e sabeesabeesabeesabeesabeesaseesaseesaneess 5
Step 2 — Change Federal Tax TabIe.........ccciviiiieiieieeieeie ettt ettt tesaesaesaeesseeseenseensesnsensaenseensens 5
Step 3 — Change State TaxX TaDIe.......c.occvieiieieeiecieeee ettt ettt et e e e e e beesaesseesseesseeseenseenseessensaenseensenn 5
Step 4 — AdA/VErify W=2 COA@S......eeiuieiieiieiieeiiestieie ettt te st e st ettt et e e tae st e e see s e ensesssesseesseesseenseenseassesssenseenseensens 5
Step 5 — Confirm all void/cash payments have Deen mMade..........cccuveviieeiieiiiieniiie ettt sree e s 5
Step 6 — Run Accumulator Gross VETTTY LASES. ..eccuiiiiieiiiieiiieiiieeiiesieeeiee st et este e st e steeseaeessbeeeaseesnseessseesnsaesnseens 6
Step 7 — Create W-2 & 1099-R TabIES ......cc.eeriieriieiiieeieeeite et eeie st e ettt e steesveestteessbeessseesssaesnseesnseessseessseessseens 8
Step 8 — Create W-2 & 1099-R ReGISLEI LiSES....cccuiiriiiriieiiieiiieiiiesieeeiee st e steesveesaeesbeessaeessbeesnseessseessseessseessseens 9
Step 9 — Run Accumulator Gross VETTTY LASES. ...cviiiiiiriieiiieiiieiiiesie ettt ste et sveeseteeseaeessaeeseaeessseessaeennnas 12
Step 10 — Recreate W-2 & 1099-R TabIES.........ooriiiiiieiieciiecie ettt ettt ste et sveeseaeeseaeessaeessseensseennaeenseas 12
Step 11 — Create W-2 & 1099-R Register List — Totals Only ........ccocverieiieiinieiieeiereee e 12
Step 12 - Auditor/Treasure Makes Changes In W-2 & 1099-R Files. .......ccceeviriiiiiiiienieieeceeeeeeeee e 13
Step 13 - Create W-2 & 1099-R Register List — Detail List By Work Location. ..........cccceceeveeienenenenenenceeeneennes 13
Step 14 — Treasure Balances Detail LiSt.......cccecieriiiiieiiieiierieiteie ettt et eseenaeseeeses 14
Step 15 - Auditor/Treasure Makes Changes in W-2 & 1099-R Files. .......ccceeiiriiiiiiierieieeeeeeeeeeeee e 14
StEP 19 — PrINt W=2 FOTINS ..eneiiiiiiiieeiitece ettt ettt ettt e s e ettt e s e et eessbeetbeessaeessbeesasaesseenssaensseesssaensseensseesss 15
Step 20 — Print 1099-R FOTIMS .......ooiiiiiiieiiieiitecie ettt eete et ste et st e ettt e sebeestbeessbeessseesaseessseesssaessseessseenssesssseesses 17
StEP 22 — PIINE T099-Mi.....eiiiiiiieiiieeit ettt ettt et ettt e s v e ettt e saaeessbeessbeesseesssaensseesasaesseenssaensseessseensseensseesss 19
Step 23 — Generate Magnetic Media File ........oooiiiiiiiiiiiieeee et 21
Step 24 - Create W-2 & 1099-R Register List — Detail List by Work Location...........ccceceveeeiienciienciiencieenieeeveene, 23

4/17/2012 F-3 Page 1 0f22



Payroll

EOY PROCEDURER

| PREPARATORY STEPS

COMP  The following preparatory steps should be performed:
¢  See if Treasures has ordered forms (check November/December)

¢ Test Alignment of forms on target printers.

STEPS FOR SETTING UP CURRENT NEW YEAR CALENDAR YEAR

NOTE: Information from Treasurer.

2.

3.

4.

COMP  (STEVE) Change Federal Tax table if needed
COMP  (STEVE) Change State Tax table if needed

COMP  (STEVE) Add/Verify W-2 codes in deduction master.

STEPS FOR REPORTING YEAR CALENDAR YEAR

AUDIT  Confirm all void/cash payments have been made. (Auditor)

COMP  Run accumulator gross verify lists.
1 copy of list to data processing. '*
1 copy Sent to Auditing' "%
HOLD FOR AUDITOR OK TO CONTINUE

Apply accumulator gross list changes.!'?

First Verification Loop
Changes are being made to
Munis data and the W2 & 1099-R
table is recreated.(No changes
should be made to file yet.)

COMP  Create W-2 & 1099-R Tables. NOTE: overwrites old table
COMP  Create W-2 & 1099-R register list. (no yearly state tax
accumulators)
If any employees listed:

Add deduction for each listed employee through

Employee Deductions "’
Add Accumulator for each listed employee through
(10)

Accumulator Maintenance.

Recreate W-2 & 1099-R Tables.!"?

Changes are being made to Munis data and the W2 & 1099-R
table is recreated.(No changes should be made to file yet.)

Second Verification loop

4/17/2012
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9. COMP  Run accumulator gross verify lists. 23238
=3 %
1 copy of list to data processing. '? algg®
SlES 2
1 copy Sent to Auditing. '? 5 gg £
I~ E=] o ©
SleeZ g
HOLD FOR AUDITOR OK TO CONTINUE E 2 =R =
12 E %g g %
Apply accumulator gross list changes. "2 683 E I
10. COMP  Recreate W-2 & 1099-R Tables. NOTE: overwrites old table
E = £
PLEASE NOTE: Ideally, as many changes as possible should be made directly to the employee 238 .g
data in Munis before changes are made to the W2 & 1099-R file. If change where = % £
made to the employee data in Munis, be sure that the create W2 & 1099-R table 53
process has been run BEFORE making any changes to the W2 & 1099- R file. 2 3 o
FELD
11. COMP  Create W-2 & 1099-R register list — Totals Only. s 2 =
2028
1 copy of list to data processing.®? o525
2sgg
i (69) 28
1 copy Sent to Auditing. 2425
2EG S
12. TREAS  Auditor/Treasure makes changes in W-2 & 1099-R Files. E ES E
EE
13. COMP  Create W-2 & 1099-R register list — Detail List by Work § ,5335 § £
Location. S=ste
£3gs
1 copy of list to data processing. ®? sSs3
SEgE
1 copy Sent to Auditing. ©¥ . é E gé
S(58% &
14. TREAS Treasure Balances Detail list, and OK'’s to continue. g © 58
glgs @ n
15. AUDIT  Auditor does 1099-R Edits. We may be asked to: E1822%
o Per list from retirement, change distribution codes Z % ;é 8
o Set “Amount not determined” box for all 1099-R’s § 255 e
o Zero Taxable amount for codes 3 & 7 LlEosos
16. GET CONFIRMATION FROM AUDITOR & TREASURER BEFORE PROCEEDING!
17. COMP  Obtain forms (W-2, 1099-R, 1099-M) from Treasures
18. COMP  Test alignment of forms.
19. COMP  Print W-2 forms
20. COMP  Print 1099-R forms
21. GET CONFIRMATION FROM AUDITOR AND TREASURER BEFORE PROCEEDING!
22. COMP  Print 1099-M Forms
23. COMP  Generate magnetic media file.
24, COMP  Create W-2 & 1099-R register list — Detail List by Work Location.
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Step 1 — Preparatory Steps

1. From ?

Step 2 — Change Federal Tax Table

(Steve)

1. From?....

Step 3 — Change State Tax Table

(Steve)

1. From ?:

Step 4 — Add/Verify W-2 Codes

(Steve)

¢  From ?

| Step 5 — Confirm all void/cash payments have been made

Hold for verification from Auditors
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Step 6 — Run Accumulator Gross Verify Lists.

NOTE: Auditor will be running this step (?)

2. From Payroll & Personnel:
¢ D - End of Period Functions
¢ A —End of Period Processing
¢ E-W-2&1099-R Processing Menu
¢ I = Accumulator Gross Verify
3. Click the “Generate” button

M) Employee Accumulated Gross Yerify & Fix - MUNIS [TESTING DATABASE] =0l =
Mw FEile Edit Tools Help
lvX[iauaeaERD X Re8EFE [T o[ 0
f Ermployes I
Apply Changes | Deduction I
b onth I I
M azz Delete | o =
Old Grozz Mew Gross
1| 4« 0 ot 0 y | v | g4 =]
Define and build a list of emploveess ko fix, oA
e
[M] Generate Yerify Records =0l x| 4. Click Define
My Ele Edt Tools Help 5. Set or confirm that the form fields are set

PRI I EERE -

Yerify Year IW
ﬂl _ _ € Maonthly 6.
Werify B asis
= “Yearly 7.
Werify Matths I—EI ko I_EI 8.
—Werify Deductions
3000| to 4000
to
ta
ta
to
ta
to 9.
to
(s}
to

Define the fix employvee table selection criteria,

P

4/17/2012

to:

¢ Verify Year = Reporting Calendar
Year

¢ Verify Basis = Yearly

¢ Verify Deductions = 3000 to 4000

Click on ¥ to finish the define.

Click Execute.

If this process has be run previously for
this period, you will receive the following
message

Continuing will delete existing records and
™ generate new records for the defined period.

- Do wou wish to continue?

x|

Select Yes to continue.
When execute is completed, close the
dialog box
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M Employee Accumulated Gross Yerify & Fix - MUNIS [TESTING DATABASE] =0l x|

My FEile Edit Tools Help

lvX[sea(uaERDX S MED [ oY B

Employee I 26425 JACH M, JAMES b

Apply Changes | Deduction I 4000 STATE Tax
konth/r'ear I 0 I 2008
Mazs Delete |
0ld Gross Mew Gross

I 44802.42 I 45202.42

LIL“ 1 of 40 }lnlﬁlgg

Define and build a list of emplovees ko Fisx, R
7

10. Click #4 binoculars and then (%4 or [RETURN] to select all.

11. Click on “File” then “Output” and print 1 copy for Data Processing and 1 copy for Auditor.
The file can be faxed of printed directly the aud3d_pm Munis printer.

12. HOLD FOR AUDITOR’'S APPROVAL TO CONTINUE

13. Once approval is given, select the “Apply Changes”

x| option. (if you exit this function, and haven’t
generated you will need to return to step 9)

14. Select “Yes” to apply changes

l‘) Are pou zure you wizgh bo apply updates now'’?
-

4/17/2012 F-3 Page 6 of 22



Step 7 — Create W-2 & 1099-R Tables

1. From Payroll & Personnel:
¢ D - End of Period Functions
¢ A —End of Period Processing
¢  E-W-2 & 1099-R Processing Menu
¢ B - Create W-2 & 1099-R Records

™ Create W-2 and 1099-R Rect

My File Edt Tools Help

Note: We are doing FICA so the “FICA
Gross Limit” field is irrelevant.

2. Click Define.
=10) =}

leX|izmgaac B Y R - SEEEI | Salv@)
Dependent Care
ﬂl Generate Dption IBoth wi-2's and 1099-R's ;I Eamings |—D
Creats | W2/ 1099-R Year [ a0 Limit [ 5000
FICA Gross Limit [ =00

[~ Combine Employes Humbers By 55N
[T Populate State Wages With Federal W age Amaount
[~ Populate Local W ages With Federal Wage Amount

—iddrezz Dption

& Home Addiess € Malling &ddress] € MalingAddiess 20 € Mailing &ddress 2

—Box 14 Desoriptions

—Election Workers

Code W Description [PRE Tax INS |

Code ¥ Description |
Code ¥ Description |PF|E T&X RET

to|

— 4 State Dizability Insuranc:

CA 5D Optiory [MNot&pplicable
50 Deductions | o w | i
™ Surn Deduction Gross

W2 Records Created
1039-R Records Created

Define a range for selection of data,

GHH

3. Set or confirm that the form fields are set to:
¢ Generate Option = Both W-2’s and 1099-R

FICA Gross Limit = Ignore, this field is currently not being used — No FICA

¢ W-2/1099-R Year = Reporting Calendar Year
¢
¢ Earnings =0
¢ Combine Employee Numbers By SSN = Not selected
¢ Populate State Wages With Federal Wage Amount = Not selected
¢ Populate Local Wages With Federal Wage Amount = Not selected
¢ Address = Home Address
¢ Code W Description = PRE TAX INS
¢ Code X Description = Blank
¢ Code Y Description = PRE TAX RET
«| &

T W2 / 1099-R records exist for 2007,
= ,) Do you wish to replace these records?

4/17/2012

Click on % to finish the define.

Click Create to Create the tables. If the table has
already been created for the calendar year, a
warning message will appear. Click Yes to
continue.

After the process runs, a count will be shown, take a
screen shot and save it.
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Step 8 — Create W-2 & 1099-R Register Lists

1. From Payroll & Personnel:
¢ D - End of Period Functions
¢ A - End of Period Processing
¢  E-W-2 & 1099-R Processing Menu
¢ D —W-2 and 1099-Register

This step is to determine if there are any
employees missing current yearly tax
accumulators

[®] w-2 AND 1099-R REGISTER - ** TRAINING DB Sak Jai 1 ] B
File. Edit Tools Help
[wx|smmea mis B0 X | RS E»
—Action
-2 099-R ear I 20086
Report Type I'W'-2 - I
Subtotal Method |N|:| Subtotals ;]
[T Totalz By
[T Medizare Only
Lozation | I} IZZZZ
Safork Location | () Izzzz
Emplopees Number' 0 tu:ul 339393
SIT Code I tu:uILL
LIT Code | tu:uizzzz'zzz
Define report opkions. bowm
Mo earnings/deduction data exists For 2006, [ o

4/17/2012

2. Click Define.
3. Set or confirm that the form fields are

set to:

¢ W-2/1099-R Year = Reporting
Calendar Year

Report type = W-2

Subtotal Method = No Subtotals
Totals Only = not selected
Medicare Only = not selected
Location =  to 22777

Work Location =  to ZZ2ZZ
Employee Number = 0 to 999999
SIT Code= tolL

¢ LIT Code = toZzzz7777

ST O

4. Click on ¥ to finish the define.
5. Select File, then Output and print 2

copies,1 for Data Processing, and 1 for
the Auditors. The file can be printed
directly to the Auditors office by
selecting the Munis printer aud3d_pm.

6. If no Employees are listed STOP HERE

AND EXIT THIS SECTION , otherwise
continue.
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7. From Payroll and Personnel:
¢ B - Employee Maintenance Reports
¢ D — Employee Deductions F/M

[E] EMPLOYEE DEDUCTIONS - ** TRAINING DB Sat Jan 27 ** = ] 5

Eile. Edit Tools Help

wx|imauas B Reg BEY o @ 2]

—a&ction
Employes S5N Last Mame First Mame 1 Status
I ol | I | | I =
Address
Deduction | x| Les | Group/BL I
Bond |
bl aity |E_l,u:|es | Imzurance I Health Inzurance | Escrow I Garnizhrnents | Optianal Life | COBRA I
Text |
Start Date | jya V. fctive
M lindate End Date | i3
Beneficiaries | Calc Code | =
Factor I
Dependents |
Marital Status I LI
Verify | Exemptions I Additional &llowances I
gpplyjnlelestl Employes Amt/Pet | E5|  Employer Amt/Pet [ =|
|

Employes Linit

= Ernployer Limit | |

30 [N | » ;=

Copy deduction records from one emplayes to another. R
Z

8. Usingthe binoculars!M search tool, check that each employee from the register list has an active
deduction 4000

9. If they are missing one, add a deduction 4000 and set:
¢ Calc Code =02
¢ Employee Amt/Pct =0
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10. From Payroll and Personnel:
¢ A— Auxiliary Programs
¢ T - PR System Admin Menu
¢ B - Accumulator Maintenance

EI ACCUMULATOR MAINTEMAMCE - *** TRAINING DB Sat Jan 27 ** ;IEIEI
File Edit Tools Help

x| tmaxaE BX RERB|FEREI o B A

—Auetion

Employes S5M Lazt Mame Firzt Mame

_|§

ear I

Accurnulator Type

Pap/Deduction

Frequency

|

|

|
Cocle I_

Hours I E scrow Liquidation

Employee Amount I Employee Amt I

E mployer &mount I Ermployer &mt I

Employes Grozs I

IR A R Y=

Pt

11. For each employee on the register list, add an accumulator entry and set:
¢ Employee = Employee Number of person — Make sure this is correct

Year = Current Reporting Year

Accumulator Type = 1

Pay/Deduction = 4000

Frequency = Yearly
¢ Cycle=0

12. Repeat process step 7 — Create W-2 & 1099-R Tables

0
0
Y
0
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Step 9 — Run Accumulator Gross Verify Lists.

Repeat Process step 6- Run Accumulator Gross Verify Lists.

Step 10 — Recreate W-2 & 1099-R Tables.

Repeat process step 7 — Create W-2 & 1099-R Tables

Step 11 — Create W-2 & 1099-R Register List — Totals Only

1. From Payroll & Personnel:
¢ D - End of Period Functions
¢ A - End of Period Processing
¢ E-W-2&1099-R Processing Menu
¢ C—W-2and 1099-Register
2. Click Define.

3. Set or confirm that the form fields are

[®] w-2 AND 1099-R REGISTER - ** TRAINING [ =10l =l set to:
e Edl Twok [ 0 W-2/1099-R Year = Reporting
[ sEEa @a=E R0 X RSE» Calendar Year
~ Aotion ¢ Report type = W-2
¢ Subtotal Method = No Subtotals
W-2/099F Year | 2006 0  Totals Only = selected
et T [wz =] 0 Medigare Only = not selected
Subtotal M ethod IND Subtotals LI o Location = to 22222
¢ Work Location = to 22727
¢ Tatals Orly 0 Employee Number = 0 to 999999
[T Medicare Dnly ¢ SITCode= toZZ

0 LIT Code = tozzzzz77
4. Click on ¥ to finish the define.
Location | to 7272 5. Select File, then Output and print 2
work Location | o [ZZ2Z copies,.1 for Data _Processing,.and 1
for Auditors. The file can be printed

Emplayes Number | 0 tof 93333 directly to the Auditors office by
SIT Code | to |ZZ selecting the Munis printer aud3_pm.
LIT Code | to [F22z2z

Define report options. R
2,434 emploves recard{s) Found. v

6. Click Define.
7. Set or confirm that the form fields are set to:

¢ W-2/1099-R Year = Reporting Calendar Year
Report type = 1099-R

Subtotal Method = No Subtotals [ 2008
Totals Only = selected [ToasR -]
Medicare Only = not selected [Mo Subtatals

Location =  toZZZ7Z

Work Location =  to ZZZZ

Employee Number = 0 to 999999

SIT Code= toZZ
¢ LIT Code = toZzz27777

8. Click on ¥ to finish the define.

9. Select File, then Output and print 2 copies, 1 for Data Processing, and 1 for Auditors. The file can be
printed directly to the Auditors office by selecting the Munis printer aud3_pm.

ST T O
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Step 12 - Auditor/Treasure Makes Changes In W-2 & 1099-R Files.

Step 13 - Create W-2 & 1099-R Register List — Detail List By Work Location.

1. From Payroll & Personnel:
¢ D - End of Period Functions
¢ A - End of Period Processing
¢  E-W-2&1099-R Processing Menu
¢ C—-W-2and 1099-Register
2. Click Define.

File Edit Tools Help set to: .
- — ¢ W-2/1099-R Year = Reporting
“l./x 4 B EE | fhE EBF =R e B Calendar Year
—&ction ¢ Report type = W-2
O  Subtotal Method = Work Location
W-2/1099R Year [ 2008 0  Totals Only = not selected
Report Type |w-2 vI ¢ Medicare Only = not selected
Subtatal Method I'W'ork Locatian ;I 0 Location = to 272777
I~ Totals Oriy O  Work Location = to 2277
_ ¢ Employee Number = 0 to 999999
B =iz Tl 0 SITCode= tozZ

O LIT Code = toZ27277777
4. Click on v to finish the define.

Lecation | to|ZZ2Z 5. Select File, then Output and print 2
Wwork Location | ta |Z22=2 copies, 1 for Data Processing, and 1
Emplayes Numbe | 0 to] 999993 fqr Auditors. The f|_Ie can t_)e printed
directly to the Auditors office by

SIT Code I o IZZ selecting the Munis printer aud3d_pm.
LIT Code | to |ZZ22z2Z

Define report options, R

2,434 employes record(s) Found. v

6. Click Define.
7. Set or confirm that the form fields are set to:

¢ W-2/1099-R Year = Reporting Calendar Year 2ar | 2006
¢ Report type = 1099-R |1u99.|:; vI
¢ Subtotal Method = Work Location 1 = .
I ork. Location
¢ Totals Only = not selected
¢ Medicare Only = not selected
¢ Location=  toZZ2Z7Z
¢ Work Location=  to ZZZZ
¢ Employee Number = 0 to 999999
¢ SITCode= toZZ

0 LIT Code = toZz277777

Click on ¥ to finish the define.
Select File, then Output and print 2 copies, 1 for Data Processing, and one for Auditors. The file can
be printed directly to the Auditors office by selecting the Munis printer aud3d_pm.

©®
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Step 14 — Treasure Balances Detail List

Step 15 - Auditor/Treasure Makes Changes in W-2 & 1099-R Files.

1. From Payroll & Personnel:

¢ D - End of Period Functions
¢ A - End of Period Processing

¢  E-W-2 & 1099-R Processing Menu

¢ B-W-2
2. Click Define

and 1099-F/M

¢ W-2/1099-R Year = Reporting calendar year

W] w-z /10951

Eile: Edit Tools Help

3. Click on v to finish the define
i i
=10l 4. Click 1099-R

5. Click on the binoculars!M search tool and then v

ot 36| & Bz @ o | g4 =

—Action

Define |

[7 36 » or press enter to select all.
6. Per instructions from Treasurer, you will be going
through all the selected entries with distribution
Wite f TOI3R ear [ 2008 codes 3 or 7, putting a check in “Taxable Amt Not
Determined” and Zeroing out the “Taxable
2 | Amount”.
10998 | 7. Use the D' update option to change.

Enker processing parameters.

o

ol
Elle Edit Tools Help
x| sE=EaasSBYX REEFEEIl o B A
—Action
Ermployes 55K Last Mame First Mame M Suffis
| 75 ][ 0 [oz7is7238  [ANCELL [FauC !
Main | Address |
Location IE912-NDN CONTRIBEUTORY RETIREMENT
wiork Location ICE]'|2 -NOM CONTRIBUTORY RETIREMENT
[ Deceased [ Total Distribution
[ | Tazable amt Mot Determined [T [R&/SER
Diistribution Codes IF"— |_ Designated Foth First Date | l!,@_

Gross Distibution I 16.917.60 Box 8 Code |

T axable Amount I .an Box 8 Amount on

FIT I 1.536.00 Bowx B Amount an

s IM.*‘-\ I 721.68 Total Emp Cantrib I 00

LIT I I i} Dishib Percent

Hl“ll 1 of 555 )lﬂlﬂlél
R
Lz
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Step 19 — Print W-2 Forms

1. From Payroll & Personnel:
¢ D - End of Period Functions
¢ A —End of Period Processing
¢  E-W-2 & 1099-R Processing Menu
¢ F —W-2Forms Print
2. Select Define

[#] ¥-2 FORMS PRINT - CITY OF WESTFIELD

File Edit Tools Help

=l0lx]

v %] & B =afani=

G *x ReR[EEI =@ 4

—&ction
w2 Yearl 2008
Align | —Employer
Erfaai | Entity Code I LI
EIN | (46001356
Mame |CAT OF WESTFIELD
Address  [S3COURT 5T
[WESTFIELD IMA |m 085

—DOptions
Sort Order |"WORK LOC/EMPLOYEE MAME - |
-2 Form Mumber [w2L4UP - \w/-2 FORM L4LIF =l
State Option |STATE ID #1 FROM PR STATE CODE TABLE =l
Contral Humber |Work Location =l

I~ Use LIT Descrption

— Criteri
Lacation I tanZZZ
work Lo | to | 2222
State I tDIZZ
Emplopee | 0 to] 995399
Mame | to [ZZ2zz2

—Export File Path

3. Set or confirm that the form fields are set to:
¢ W-2 Year = Current Reporting Y ear
EIN =046001356
NAME = CITY OF WESTFIELD
ADDRESS =59 COURT ST
WESTFIELD MA 0085
SORT ORDER = WORK LOC/EMPLOYEE NAME
W-2 FORM NUMBER = FORM DEFINITION NAME

S O O

CONTROL NUMBER = WORK LOCATION
USE LIT DESCRIPTION = NOT SELECTED
LOCATION =TO z2Z77

WORKLOC =TO 2277

STATE=TO z2Z

EMPLOYEE =0 TO 999999

NAME =TO 27727727

ST T T T O

4/17/2012

STATE OPTION = STATE ID #1 FROM PR STATE CODE TABLE
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4. Click on v to finish the define.

5. From file select output.

—Printer

k|

1D a7

W= | bk rp - Properties |

Statugz: Reserved for department 342

—Report Title

fiwi-2 FORMS

—Options

Copies

[~ Print to File |
[ Landscape

AR

U (1] |x Cancel ||ﬁ Dizplay | Laocal Print |

Special Notes:

6. Select Printer “bulk_rp” or “bulk_rp”
PLEASE NOTE: The forms will align
better on one printer then another, so be
sure that you test the form alignment on
all bulk printers to determine which is
better suited to the form you are using

7. Click on (74 [OK] to start printing.

¢ Inthe paper trays, be sure to set the tray paper retainers to the marked paper size. (typically 8.5”
x 11”) if you set them too snug to the paper, you may encounter tray lifting problems

e The fuller the paper tray, the better the alignment. As the paper nears empty, the alignment will
begin to wander further away.

4/17/2012
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Step 20 — Print 1099-R Forms

1. From Payroll & Personnel:
¢ D - End of Period Functions
¢ A —End of Period Processing
¢  E-W-2 & 1099-R Processing Menu
¢ G-1099-R Forms Print
2. Select Define

JRT=
File Edit Tools Help
jwx tmE=a:E B X REE EEI o B A
—Action
||| 1099F vear [ 2008

&l —Employer

Ertity Code I ;I

EIN | 046001356

Mame |CITY OF WESTFIELD

Address  |S9COURT 5T

City [WESTFIELD

State IMﬂ Zip |D1 085

— Ophionz

SortOrder |4 -WORK LOC/EMPLOYEE MAME =l

1099-R Form [1099RL0%W - 10998 LOW DEF =]

State Option [STATE ID #1 FROM PR STATE CODE TABLE =1

[T UzelIT Descriptian
— Criteria

Lacation I ko IZZZZ

work Loc [Z311 to [Z511

Employee | 0 to| 999333

Mame  |5* to | TAYLOR

Define report parameters.

o1,

3.

et or confirm that the form fields are set to:

W-2 Year = Current Reporting Y ear

NAME = CITY OF WESTFIELD
ADDRESS =59 COURT ST
WESTFIELD MA 0085

ST

S
0
¢ EIN =046001356
0
O

SORT ORDER = WORK LOC/EMPLOYEE NAME
1099-R FORM = FORM DEFINITION NAME
STATE OPTION = STATE ID #1 FROM PR STATE CODE TABLE
USE LIT DESCRIPTION = NOT SELECTED
LOCATION =TO z2Z77

WORK LOC =TO 22727

EMPLOYEE =0 TO 999999

o NAME = TO 222777
4. Click on ¥ to finish the define.

4/17/2012
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5. From file select output.

6. Select Printer “bulk_rp” or “bulk_rp”

_ A PLEASE NOTE: The forms will align

— Pririter better on one printer then another, so be
Mame: | bulk_rp | Praperties | sure that you test the form alignment on
Status: Reserved for department 342 all bulk printers to determine which is
ID- . better suited to the form you are using

7. Click on ¥ to start printing.

—Fepart Title 8. Repeat form step 20.5, or 20.1 if a new

|PRINT 1039 FORMS| form is to be used, for each copy required.
(A, B and/or C)

— Options Copies

I FinttoFle [ ’7|—1 ll LI

“ (1] |x Cancel ||::':1 Dizplay | Local Print |

Special Notes:
e In the paper trays, be sure to set the tray paper retainers to the marked paper size. (typically 8.5”
x 11”) if you set them too snug to the paper, you may encounter tray lifting problems
o The fuller the paper tray, the better the alignment. As the paper nears empty, the alignment will
begin to wander further away.

4/17/2012 F-3 Page 17 of 22



Step 22 — Print 1099-M

1. From Financials
¢ D — Accounts Payable
¢ I —=AP 1099 Functions
¢ D —Print 1099-M Forms

2. Click Define
~imixi| 3.Setor Confirm the following
My Fle Edit Tools Help O Year:
e X[t Eaanar|BD Xk - SE[EEI [ o[ 0] Current Reporting year
¢ Minimum 1099-M amount:
Define | Year IW 600.00
Beport | Minimum 1099-M amount I E00.00 ¢ Code I: Box =0
— ¢ Code M: Box =7

¢ Use entity code
restrictions:

vy 1 Ol i i il il
s 7 [ [ [ [ [ [ [ [ || Notselected

¢ Dept/Loc:
to zzzzzz
™ Use entity code restrictions . u ..
DestLoc | o = 4. gg;i:::eon to finish the
Defines and prints 1099-M Forms. ovR S. C“Ck Repo rt
E— Z 6. Click the 4 binoculars
|l x| 7. Click on d select all vendors

o B Gels BEb 8. Under File select Output

lv X[ % BEIEEREE 9. Call Treasures office and ask them it it's ok to send the report to
their printer

10. Set the Printer name to: treas_pm

Wendor numberl 11. Click Ok.
12. Close the Vendor dialog and return 1099-M form dialog.

R
| /
=0
— Output byp
& MUNIS printer PFrinter name: Iheas_pm _l Properties |
" Lacal printer Status: Available
 File [D: a
- POF Comment:  Outputs to a printer available to the MUMIS zerver. Wou may
accept the default or select a different printer fram the list.
i Dizplay
—Repaort titl
|\-"ENDDH 1095M EDIT
—Optiohz
I Landscape Copies I 1 fl *l

Ok | Cancel |
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13. Click Forms
14. Set or Confirm the following:

1=

My File Edit Tools Help

PRI I E T EERE IR I ENER L]

— Payer data;
EIN [ (4E007356
Alian | Hame |CITYDFWESTFIELD

4ddr  [59COURT ST
City  [WESTFIELD State & zip [oioes
Telephone number m lﬁ Iﬁ
First state number: Code M 1} IW
Second state number: Code I— D l—

= Yendaor name
Frint zequence
€ Zip code/Yendon name

[~ Frint DBA name

Form ID |1DSSMLMA _I I'IDSS-M FORK Lhit,
Defines printing of 1099-M Farms. R
A |
“ieix| 15. Click the #4 binoculars

My File Edit Tools Help

JJ@JX[‘% ﬁlﬁ[ﬂ:[["’ How

Yendor number I

OYR
£

17. Under File select Output

18. Set the Printer name to: bulk_rp
19. Click Ok.

20. Close when completed

4/17/2012

16. Click on v select all vendors

¢ EIN: 046001356

¢ Name:
CITY OF
WESTFIELD

¢ Addr: 59 COURT
ST

¢ City: WESTFIELD

¢ State: MA

¢ Zip: 01085

¢ Telephone Number:
413 572-6232

¢ First State Number:
Code: MA
ID: 046001356

¢ Second State
Number: Blank

¢ Print Sequence:
Vendor name

¢ Print DBA Name: ?

O Form ID:
1099MLMA
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Step 23 — Generate Magnetic Media File

1. From Payroll & Personnel:
D — End of Period Functions

0
0
O
O

A — End of Period Processing
E — W-2 & 1099-R Processing Menu
H — W-2 Create Electronic File

2. You will be creating 3 files: 1 state W-2, 1 Federal W-2 and 1 Federal 1099-R.
¢ For each of these files repeat steps 3 - 8.

¢ In Step 4, change the FORMAT CODE for each Pass

¢ The “CR/LF at End of Record” is selected only on the 1099-R pass (the third listed)

3. Select Define.

4. On the Electronic File tab, set or confirm that the form fields are set to:

] Create Electronic File - MUNIS [CITY OF WESTFE
Iy Eile Edit Tools Help

=ol x|

o X| & Bo @] éh

G ¥Rk 1 SEEEI S al¥ )

Electronic File IEmpIDyerInfD | Caontact Information I Maryland Employer Reconciliation |

Crozzwall |

Reporting Year

Faormat Code

I 2003

|FDSD -FEDERAL 1093-R

]

Submit Drate

Third Party FIT %ithhald

"

[~ CR/LF atEnd of Becard

| 0.00

¥ Section 457 Deferred Comp Plan
[~ Combined Federal/State 1099

Resubmit WFID [
—Selection Criteria

Location I— b Iﬁ

Wwhork Location I— ta Iﬁ

SITCode [ ta[zZz

LIT Code | to [ZZ2222Z

LIT Reference I—

’—Electronic File Path

Define electronic file parameters.

C4E

¢ REPORTING YEAR: CURRENT REPORTING YEAR
¢ FORMAT CODE: 1 PER PASS

1. MAWM - MASSACHUSETTS W2 EFW2

2. FDWM - FEDERAL W2 EFW2
3. FD9D — FEDERAL 1099-R

SO

4/17/2012

COMPUTER MANUFACTURER: NOT IMPORTANT-OLD REQUIREMENT

CR/LF AT END OF RECORD: SELECTED ON 1099-R PASS ONLY, ELSE NOT SELECTED
THIRD PARTY FIT WITHHOLDING: 0.00

SECTION 457 DEFERRED COMP PLAY: SELECTED
COMBINED FEDERAL/STATE 1099: NOT SELECTED
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LOCATION: TO zzZzz
WORK LOC: TO zzzz
STATE: TOZZ

LIT: TO 22z227272Z

LIT Reference: Blank
5. On the Employer Info Tab

SO

E‘]Create Electronic File - MUNIS [CITY OF WESTFIEL
by Eile Edit Tools Help

=101 ]

VX[ ib@mai 3D ¥ Rk S EEI[Salr @

Electronic File | Emplayer Infa IEDntactInfnrmation | Maryland Emplayer Beconciliation |

Eriity Codt N ~ |

—E mployer
EIN [ 04e001356
Hame |EITY OF WESTFIELD
Address |53 COURT 5T
[WESTFIELD [Ma  fooss
State Option |State 1D #1 :l State Control Mumber |
Establizhment |
I ame Control | 1033 Transrmitter Control

— Tranzmitter/Submitter Infarmation

EIMN I 046001356
sger D IMJKSSWB

Name [CITY OF WESTFIELD
Address |53 COURT 5T
[WESTFIELD [P

|E|1E|85 I

’—Electronic File Path

PR Entity Code {optional - used for Elhs & State ID).

R

¢ EIN: 046001356

NAME: CITY OF WESTFIELD
ADDRESS:

59 COURT ST

WESTFIELD MA 0085

STATE OPTION: State ID #1

STATE CONTROL NUMBER: BLANK
ESTABLISHMENT: BLANK

1099-R NAME CONTROL: BLANK
1099-R TRANSMITTER CONTROL: 08P54
USER ID: MJK933V3

< <

ST

4/17/2012

Other Transmitter/Submitter Information same as in Employer Section
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[ Create Electronic File - MUNIS [CITY OF WESTFIE _ox|| ¢ ggrfthaec t

Iy Eile Edit Tools Help

VX[t REnMCE0 % Rk IS EED [ Gal* 0

Electronic File I Emplayer Irfa | Contact Information IMar_l,lIancI Emplover B econciliation I

Mame GREG FALLFA

Title | TREASURER

Phone |4135726232

Emaill Ig.kallfa@cit}lafwestﬁeld.alg
Fax I

Matific:ation IF'u:ustaI Service ;l

’rElectanic File Path

Person 1o contact in case of problems. R

2

Information tab, confirm that the contact information is correct.

7. Select the & disk icon. When the process is finished, be sure to record the file name as you will need it
when you transfer it from Munis server.

8. Remember, you will be running this process a total of three times, if you completed the third pass,
continue to step next step, otherwise return to step 22.3

9. From an FTP client, log into the Munis server and from the root go to the /u2/live/spool folder.

10. Find and Binary Download the three files you created during step 7 then rename them to something like:
FEDW2.TXT, MASSW2.TXT, FED1099R.TXT. PLEASE NOTE: There are no requirements for the file
name other then a “reasonably named extension” which means using something like “. TXT” or “.DAT".
For our purposes, the “. TXT” extension should be used. The filename itself is unimportant and should be
something simple and clear enough to delineate one file from the other. It is recommended, that name
should start with and alphabetic character and NOT a number, symbol, dash or underscore (A123.TXT is
correct, 123A.TXT is not)

11. Zip compress all three files.

Step 24 - Create W-2 & 1099-R Register List — Detail List by Work Location.

Repeat step 13
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Documentation
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1. Print AP Checks
Financials — Accounts Payable Menu — Cash Disbursements Menu — Automated Checks

Click Print — Define as necessary
Warrant # Check Date 1% check number- GET FROM BOX

Check ON - Include greater than maximum invoices per check

[M] Automated Checks - MUNIS [** TRAINING DB Sat Jun 09 **] o ] P

My File Edit Tools Help

X[ m@aacRD ¥R 1SHEEI[So[* @

Cash account [1000 J [ AT .o.| CASH UMRES
Warrant ID?D'I a7

Check date 0701 /2007 e

Checks i EFT 7+ Printed

First check number I 100000005

Check format |C-L.-’-\SEF| CHECK [CHECK FIRST] LI
Lazer format |'| -LASER |

b ax it per check I 20

[~ Print invoice comment o stub

¥ {nclude greater than maximum invoices printed per check!

[~ Print separate remittance advice for multiple GL accounts

Murmnber of invoices I—
Mumber of checks I—
Mumber of prenates I—
Amount of checks I—

Combine all invoices for same vendar, remit-to on same check, VR
A

Should display number of invoices & checks, and total amount of checks
Balance total amount with Auditor’s Officeent to us by e-mail

Lineup for laser printer
Make sure checks are in sequential order
Load forms in Tray 4 — Face Down — top of form toward wall
Check will start printing from the top of file

Click File/Output
Use bulk3_rp as primary printer, bulk_rp as secondary printer

Note: Remittance Advice List (*may or may not pop up*)
Change paper back to regular laser paper after checks have finished printing and click OK
Send to Treasurer

NOTE: See Reprint procedures if necessary

When completed — Exit to main menu

Last updated 06/15/2007 AP run doc.doc Page 2 of 10
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CHECK REPRINT PROCEDURE

If paper jams, or you run out of checks — Put printer offine DO NOT CANCEL PRINT JOB
Clear paper jam; replace any remaining checks with plain paper
Put printer online and let check run finish
— You need to have the last check number to restart printing checks.

Financials — Accounts Payable Menu — Cash Disbursements Menu — Automated Checks

Click Rerun
Select
Original check range
Start number —*icheck to be reprinted
Last number — last check to be reprinted

First check number — first number of new checks

=10l

My FEile Edit Tools Help

IwX[tBana[R0 X R 1SDEEI[Ca[t

Cash account {1000 I I AT x| CASHUNRES
Original check range | 100000005 to | 100000007

Check date 0740172007 [AE

Firzt check number Iw

Check foimat |C- LASER CHECK [CHECK FIRST) =]
Laser farmat |1 -LASER |

Maw i per check I

I~ Frint ifvaice comment on stub

¥ Include greater than masimum invoices printed per check

[~ Print separate remittance advice for multiple GL accounts

Mumber of checks I
Amount of checks I

Combine all invoices For same wendor, remit-to on same check, VR
A

Lineup for laser printer
Make sure checks are in sequential order
Load forms in Tray 4 — Face Down — top of form toward wall
Check will start printing from the top of file

Click File/Output
Use bulk3_rp as primary printer, bulk_rp as secondary printer

Note: Remittance Advice List (*may or may not pop up*)
Change paper back to regular laser paper after checks have finished printing and click OK

Last updated 06/15/2007 AP run doc.doc Page 3 of 10
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2. Cash Disbursement Journal
Financials — Accounts Payable Menu — Cash Disbursements Menu — Cash Disbursements Journal

Click Define — define as necessary
Warrant # (EOY may have letters)
Check Date
UNcheck include alignments/checks without warrants

GL Effective Date (same as check date, EOY = 06/30/yyyy)
Year — current fiscal year
Period — fiscal month

July 1 October 4 January 7 April 10
August 2 November 5 February 8 May 11
September 3 December 6 March 9 June 12

EQY - as directed by auditor - 13
Note: Make sure YEAR & PERIOD are correct — Auditors Office has to close out end of month
Reference = CHECK DATE( EOY may need to omit letters at end of warrant)

Check off —Print invoice GL Accounts - SelectFull Account

[¥] Cash Disbursements Journal - MUNIS [** TRAINING DB Sat Jun 09 *¥] =10 =

My File Edit Tools Help

lvx[spaa/eaEBD ¥k 18EEEI|[C o]y @]

Cash acoount [1000 _..| |104o00 =] |] _...| CASH UNRES
W arrant IU?D1 07
Checks dated thiough |EnterCheck Date =] [07/01/2007 i

W Include alignments/checks without Warants

—Joumal Entry Data
GL effective date [Enter Effective date _— | [07/01/2007 g
Vea/period  [Withinyeaisperiod ]| 2008 | 1 JUL

Reference IU?D1 07

¥ Fritit irvoice GL accounts

= Ora/Object/Project
Print
& Full &ccourt

[~ Print invoice detail description

Define cash disbursements For journal. R
2 Checkis) found. 4

Click print icon to print to laser — send to Auditor

At end of report, will show # of checks & dollar amount. Balance with warrant totals from step 1
Report includes manual checks and wire transfers — go back for printed check totals

E MUNIS (apcshdsb) 5'

!) Do pou wizh bo post this Disbursements Journal ? Ok tO pOSt |f tOtals are balanced

When completed — Exit to main menu

Last updated 06/15/2007 AP run doc.doc Page 4 of 10
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3. Check Reconciliation — Report

Financials — Accounts Payable Menu — Cash Disbursements Menu — Check Reconciliation

[M] Check Reconciliation - MUNIS [** TRAINING DB Sat Jun 09 **] =0 x|
My Ele Edit Iools Help
lvX[sBmaxacR0 %R 18HEEI[Toalt @]
Def Batch number 0
Uncl Clear date 0671472007 oz
Cash Account [1000 ] [dgon .| CASH UNRES
DuiputPost ||| | 23T eeeun
Clear by & Checkrange € Bark table
Mape e Check numbers 0 o 939999
Bark table, | Al

—~

Bark account

Input format |
I | Ovenide bark clearsd date

I~ Cleared checks
I~ wire transfers

Check Reconcliation Reports,

Click Report options
Select as shown

Check date range
From/to = check date

NOTE: EOY
If there are multiple warrants
with same check date

Change Select By to
Cash Account Range

Put check numbers printed

Click Reports

in step 1 in check range
from/to boxes

Click File/Output — change # of copies to 2
Use report to complete Bank transmittal form (for step 6)

=10
My File Edit Tools Help
Ivx[spama: B ¥R S0 HE [ St @
—Select b Pritit Includ
™ Cash Account Range v “oid Checks ¥ Printed Checks
= Check Date Range [V Cleared Checks ¥ Manual Checks
 Batch Rangs ¥ Uncleared Checks [~ wire Transfers
" Dutstanding Dale I~ Stale Checks [~ Accounts
Cash account range
o o ) e I | = g | ——
Check range to I
Check date range 070142007 LI ta 0770172007 e
Outstanding az of date Il!_g
Cash account J1000 J I T (R | [ ]
Batch range ta I o
Frint every 1 record
Cash account project cade.
2 check(s) selected, i ¥
er
My FEile Edit Iools Help
Ix|éeaaasB0 xR ISHEEI|[Ga]t 0
—Select b Print Imclud
i+ Cash Account Range ¥ Vaid Checks ¥ Printed Checks
™ Check Date Range [V Cleared Checks ¥ Manual Checks
¢ Batch Range ¥ Uncleared Checks I wire Transfers
e e I~ Stale Checks ™ Accounts
Cash account range
[1000 L 104000 [] | P 1000 L-..] [104000 []|] |
Check range 100 to I 200
Check date rangs |!lg ta I Il!a
Outstanding as of date E!_g
Cash account I _I I _I I _I
Batch range to I 1]
PFrint every 1 record
Ending cash account check number. Ia
2 check(s) selected, A
Exit Report Options screen to Check Reconciliation screen
AP run doc.doc Page 5 of 10
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4. Check Reconciliation — Magnetic Media
Financials — Accounts Payable Menu — Cash Disbursements Menu — Check Reconciliation

[M] Check Reconciliation - MUNIS [** TRAINING DB Sat Jun 09 **] =0 x|
My Ele Edit Iools Help
lvX[sBmaxacR0 %R 18HEEI[Toalt @]
Def Batch number 0
Uncl Clear date 0671472007 oz
Cash Account [1000 ] [dgon .| CASH UNRES
DuiputPost ||| | 23T eeeun
Clear by & Checkrange € Bark table
Mape e Check numbers 0 o 939999
Bark table, | Al

Bark account

—~

Input format |
I | Ovenide bark clearsd date

I~ Cleared checks
I~ wire transfers

Check Reconcliation Reports,

Click Magnetic Media

Click Define

File Edit Tools Help

[®] check Reconciliation

=gl

PR E

GD ¥k  SE[EE[Co[" @

Check date range

' Cash account J1000 | Jiodooo ]| | CASHUNRES
Output filename = apxxxxxx Process
P _ F,)[ # 4' Select checks issued [wwitkin date range | Jovmizz007 e o [o7s0t 2007 g
(Xxxxxx = warrant #) | flol wm
¥ Include cleared checks
¥ Include printed checks
¥ Include EFT
W Include voided checks
I™ Include wire transfers
¥ Mew check set
Dutput format [4~BANK OF BOSTON / CITIZENS BANK |
Dutput file name IapD?D'I o7 _I
Bank number I 1]
Bank account |0071146463
¥ Line feed after each record
[ Custorn Header |
i o ot ol g oo o p
. = Custom Header
Click Process
b agnetic media file iz /u3dtraindzpool/ap0s 0107
Note name of magnetic file at bottom of screen. You will need this filename in step 5.
Exit Report Options screen to Check Reconciliation screen. Exit to main menu
Last updated 06/15/2007 AP run doc.doc Page 6 of 10
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5. Check Reconciliation ACH File Creation

Y WINDOWS' system32 cmd.exe

Command Prompt Microsoft Windows RP [Uersion 5.1.26881]
H:\> J: (C» Copyright 1985-28081 Microsoft Corp.
J:\>cd ap SaRd

J:\ap\>mkdir xxxxxx (XXxxxx is warrant #) :\>cd ap

J:\ap\> cd xxxxxx :Nap>nkdir @78107

J:\ap\xxxxxx> telnet munis :Naprcd B76107
— logon as yourself

. thapsB7E1873te lnet munis_
After logon — follow script below

At menu hit cntrl \(control key and backslash key at same time)

e Telnet munis

$ Cd /u2/llve/SpOO| PLEASE NOTE: Due to the recent decrease in Munis user licenses. you
are asked to exit Munisz when not in use. We hope to resolve this

$ de sitwation in the near future. Thank you for your cooperation.

$ rm achfile _ HUNIS

rm achfile Y/N?Y (this may or may not be Municipal Information System

asked)

$ mv apxxxxxx achfile (xxxxxx is warrant#) Lo MUNIS Live

$ chmod 777 achfile
$ ./createach

Bank Boston ACH Transmission - Quit
ACH file WESTACH is ready for file transfer
$ /usr/bin/blk3d_Is westach

(or /usr/bin/bulkd_Is westach $ cd fu2/1ive/spool

2. MUNIS Train

. Computer Center Only

Press option:

$ exit
mu apA?A187 achfile
.7/createach

BankBoston ACH Transmission
ACH file WESTACH iz ready for file transfer

STOP & CHECK PRINTOUT § Jusr/bin/bulkd_ls vestach
Check payroll date
Check header on top of file
STRIPS WESTFIELD MA
acct # 0071146463

WINDOWS system32h cmd.exe

J:\ap\xxxxxx>ftp munis
J=%apsA78187>fFtp munis

— |Ogon as yourself Connected to munis.cityofwestfield.ory.
228-
228 munis FTP server <Uersion wu-2.6.2¢1> Tue Jul 22 B3:50:24 PDT 2883> ready.
. Uzer (munis.cityofwestfield.org:<noned>: lenorebh
331 Password required for lenoveb.
ftp> cd /u2/live/spool 331 Passu
238 User lenoreb logged in.
ftp> de ftp>» cd su2-slivesspool
258 CWD command successful.
ftp> get WeStaCh ftp> get westach
f . 288 PORT command successful.
tp:> ql“t 158 Opening ASCII mode data connection for westach (495 hytes).
. . 226 Transfer complete.
J\ap\XXXXXX> eX|t ftp: 498 bytes received in B.A18econds 33.28Kbhytes/sec.

fFtp> guit

221-You have transferved 498 hytes in 1 files.

221-Total traffic for this session was 928 bhytes in 1 transfers.
221-Thank vyou for using the FIP service on munis.

221 Goodhye.

J:naps~B7P8187 rexit

Last updated 06/15/2007 AP run doc.doc Page 7 of 10
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6. Transmit Check Reconciliation ACH File

Bank notification — FAX file to bank

7. Transmit Check Reconciliation

Start

Dial Connections
Check Reconcilliation.ht
Click OK

Click dial

After connection, you should get login prompt.
User Name
Password
Wait until you see “The current file transfer protocol is KERMIT”.

Under transfer menu, click ddend File.
Make sure protocol is Kermit
Type in J:\ap\xxxxxx\westachn filename box
(XXXXXX = curr war #)
Click Send

Send status box will appear.
When box closes, select Exit from file menu.

Click YES to disconnect.

Last updated 06/15/2007 AP run doc.doc Page 8 of 10
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Treasurer

Auditor

Tech Center

DISTRIBUTION OF ACCOUNTS PAYABLE

Accounts Payable checks (step 1)
Remittance Advice list (step 1)
Check Reconciliation report (step 3)

Cash Disbursement Journal (step 2)

Check Reconciliation report (step 3)

Last updated 06/15/2007 AP run doc.doc
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ACCOUNTS PAYABLE CHECK LIST

1) Print AP Checks
Warrant # Check date / /

Amount $

Use tray 4 on laser bulk3_rp (or bulk rp) forms face down with top of form toward wall
with highest check # on the bottom and lowest on top. The checks feed from the top.

Check # to# Checks

2) Cash Disbursement Journal

Year 2012 Period Reference (CHECK DATE)

3) Check Reconciliation — Report Amount $

4) Check Reconciliation — Magnetic media D:\genmunis\spool\ap

5) Check Reconciliation ACH File Creation

NOTIFICATION AND TRANSFER

6) Bank Notification — Fax transmittal

7) Transmit Check Reconciliation Time  P:\ap\ \westach

4/17/2012 F-4 Page 11 of 11



LOCKBOX PROCEDURES

1. Click Lockbox connection icon
Click OK

2. Click Dial

E nter detailz far the phone number that yow want to dial;

, ':E:'_.'.. , Lockbox
Countrpdregion: IUﬂltEd States 1] j
&, de; el )
1 EatE Phone number: 8, 1781 35936140 Modiy.. |
Phone number: |333-5140
Y'our Jocatian: IM_I,I Location j Dialing Properties. .. |

Connect using: ILI_S_ Faobatics 56K Fax win j

Calling card: Maone [Direct Dial]

k. I Cancel |

Cancel
3. Log into Lockbox system
. loixi
First name prompt T B RS 2

CITY OF WESTFIELD D|=| 58| ol =

Connected at 26400 bps. HAnsi detected.

You have connected to node ? on CBT Ttems Processing

This system is operating on Wildcat! u5.{]

=

Password prompt

Please make use of vour real name on this BBS|

What is vour first name? CITY OF WESTFIELD
Welcome CITY OF WESTFIELD.

Connected 0:00:35 ANSTH 115200 &-M-1 SCROLL CAPS  |NUM |Capture Print echo v

4/17/2012 F-5 Page1of7



4.

5.

6.

Type “C” and <enter>

Press <enter>
at welcome screen

Type “F” and <enter>
to access file
menu

4/17/2012

g Lockbox - HyperTerminal =

Fla Edit Wiew Cal Transfer Help

D= 52| olb| =

Helcome Online with: CBT Items Processing

Wildcat! v5.4 BBS Svstem

[Clontinue, [Nlonstop? I[CI

. ] 5
Connected 0:01:02 AMSTY LSz0DEN1 RO [CaPs UM |Cepiurs [Pt ecio y
+ g Lockbox - HyperTerminal {0l

Ele Edit Wiew Cal Transfer Help

Hildcatt uv5.4 BBS System I

City, vour quote for today is:

“For qguestions or concerns please call Century Lockbox Customer Service at
1-781-393-6110 or 1-781-393-6165"
Checking for personal mail, please wait...You have no new personal mail.

Press [EMTER] to continue? _

< | »
Connected 0:01:40 Azt [t1szonsn-1 [SCROLL [caps UM [Capture  [Printecho 4
-l

File Edit Wiew Call Transfer Help

Main Menu WIN Server I

SYSOP MENU
Comments to Sysop
FILE MENU

Goodbye

Change help level
Initial Helcome
MESSAGE MENU
QUESTIONNATRE HENU

Command Help

WO TIOO—

Time Left : 59 Total Time Online : 2,466

Main Menu Command >> F

4] | »
Connected 0:02:08 BNSTW 115200 &-N-1 SCROLL CAPS  |MUM |CaDture Print echo
F-5 Page?2of7




#g Lockbox - HyperTerminal =

File Edit View Call Transfer Help
File Henu WIN Server I

Ol=| »[3] 0l =
Goodbye

File Transfer Help
Change help level
Info. On a File
List Files

MESSAGE MENU

Hew Files listing
Quit to main
Search for files
UpLoad files
Command Help

7. Type “L” and <enter>
to list files

G
F
H
I
L
H
N
0
5
]
?

Time Left : 58 Total Time Online : 2,466

Main Menu Command >> L

1| 3
Connected 0:02:47 ARSI 115200 8-N-1 CAPS  HUM

8. Enter number(s) of line of files to download followed by <enter> to mark them with a *
Single file to mark file number then <enter>
Multiple files to mark (1,2) or (3,5) or (1-4) etc then <enter>

EITHER SCREEN SHOT OR WRITE DOWN FOLLOWING INFORMATION FOR EACH FILE
FILE NAME, $ TOTAL, AND ITEM COUNTS
NEEDED FOR EMAIL IN LAST STEP

Type “C” and <enter> to go to next page of files (if necessary)

#g Lockbox - HyperTerminal =[alx]

File Edit Wew Call Transfer Help

D|E$| L§| %D|E9|EEJ

WRO13187 .DAT

WRO20107 .DAT w/o  2/01/07  $208,825.48 items=241

HRB20207 .DAT w/o  2/82/07  $157,237.12 items=220

WRO20507 .DAT 02/05/07 $114,959.16 1tems 300 re/pp/us
HRO20607 .DAT w/o  2/86/07  $46,995.45 1tems=192

WRG20707 .DAT w/o  2/07/07  $37,907.09 items=136

WRO20807.DAT w/o 02/08/07 $55,839.58 items=124

WRO20907 .DAT w/o B2/09/07 $27.452 .66 1tems=99  RE/PP/WS
WRB21207 .DAT w/o B2/12/07 $27.888.05 items=136  RE/lS
WRG21307.DAT w/o 02/13/07 $33,318.04 items=153 RE/PP/VS
WRB21407 .DAT w/o B2/14/07 $8772.86 1tems=57 RE/PP/US
WRO21507 .DAT w/o B2/15/07  $1030.40 items=5 US

WRG21607.DAT w/o 02/16/07  $37,710.93 items=108

WRB22007 .DAT w/o 02/20/07 $34.276.18 RE items = 3 PP items = 2 W&S
WRB22107 .DAT w/o B2/21/07 $42,790.43 RE items = 14 WS items = 226
WRG22207.DAT w/o 02/22/07 $8,353.89 RE items = 6 &S items = 53
W¥013107 .DAT w/o 01/31/07 $168,116.93 Items =236

W¥020107 .DAT w/o 2/01/07 $213.75 items=4 EX

WK020207.DAT w/o 2/02/07 $70.32 items=4 EX

WX020507 .DAT 02/05/07 $510. 74 items 5 excise

WK020707 .DAT w/o 2/07/07 $7.81 1tems=1 EX
[Clont,[Plrev,[Hlelp,[Mlstp,S[klip, [Hlark, [DInld, [IInfo, [V]iew, [Qluit? [C

SNO OO = TN R~ LN
ot b b bod b b bt bl b bt

Connected 0:07:24 ANSTW 115200 &-K-1 CAPS  MUM
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#gLockbox - HyperTerminal -0l x|
File Edit WView Call Transfer Help

sER T EERE
P e ]
! . w/o \ . items =
to _own 0a 3 WXG22107 DAT w/o 02/21/07 $2.415.7h EX items = 39
after all files have been L WX822207 DAT w/o B2/22/07 $464. 54 items - 9 EX
Clont,[Plrev,[Hlelp, [Nlstp,S5[klip, [Mlark, [DInld, [IInfo,[¥1iew, [Qluit? [D_ 1
marked
Connected 0:06:42 AMSTW 115200 8-M-1 CAPS MU
] ] =10l x|
10. Review files He Edt wew Col Ianster Hep

Type “D” and <enter> L=l 2131 /|
again to download You have these MARKED files queued ready for download:
i Total Bytes Total Time

WRO21607.
WRO22087.
WRD22187.
WRD22287.
WK021607.
WKD22087.
WKD22187.
WKD22207.

RO EIE@

[Dlownload - Download all marked files.

[Aldd Add more files (by name) to the download list.
[Gloodbye Download all marked files, then logoff automatically.
[Tlhumbnail - Create composite image(s) of all picture files.
[Eldit Edit/View marked files.

[Qluit Return to the menu prompt.

Download command? [D]

Connected 0:08:16 ARSI 115200 8-h-1 CAPS UM
g Lockbox - HyperTerminal I =] 4
Fle Edit Wiew Cal TIransfer Help

11. Type “K” and <enter> RO2200T

Kermit Transfer protocol oy
WKB21607.
WKB22007 .

Wr022107.
WH022207.

Download all marked files.

Add more files (by name) to the download list.
Download all marked files, then logoff automatically.
Create composite image(s) of all picture files.
Edit/View marked files.

Return to the menu prompt.

[D]ownload
[Aldd
[Gloodbye
[TThumbnail
[Eldit
[Qluit

Download command? [D]

[A] Ascii [X] Hmodem [C] Hmodem/CRC [F1 Hmodem/1K
[0] Kmodem/1KG [Y] Ymodem [G] Ymodem/G [K] Kermit
[7] Zmodem

Select a file transfer protocol? [K]

Connected 0:09:12 ANST 115200 8-M-1 CAPS MM
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12. Click on Transfer
Receive files

13.  Confirm receiving protocol is Kermit,

verify path to file directory

(where J: = \\westfile\transfer$ in this case) | ockbor] Browse.. |

#% Lockbox - HyperTerminal 10| x|

File Edit Wiew

492 60 43,792 :00:21 B
. 2,050 100 45,842 :00:
— 3,362 100 49,204
pueoEr\nter 98& : : 5@ N 188

[Dlownload - Download all marked files.

[Aldd - Add more files (by name) to the download list.
[Gloodbye - Download all marked files, then logoff automatically.
[Tlhumbnail - Create composite image(s) of all picture files.
[Eldit - Edit/View marked files.

[Qluit ~ Return to the menu prompt.

Download command? [D]

[A] Ascii [H] Hmodem [C] ¥modem/CRC [F] Kmodem/1K
[0] Hmodem/1KG [¥] Ymodem [G] Ymodem/G [K] Kermit
[Z] Zmodem

Select a file transfer protocol? [K]

Start your Kermit download now. ..
00 Sp% @-#Y1™ 0 -

Receives a file From the remote system ¥

click Receive to download files [Kemit =]

Screen will display as files are
downloaded. If errors, screen will
close and you need to repeat the
receive process

4/17/2012

Flace received file in the following falder:

Ilze receiving protocol:

Beceive I LCloze | Cancel |

Kermit file receive for Lockbox

Receiving: IWH 021607 DAT

Storirg as: IJ:HID::kI:D:-:HWFiDiZ'I BO7. O T

Facket: |3'I File size: I
Retries: ID Tatal retries: ID Files: |'|

Last errar: |

File: | E3

Elapzed: I 00:00:05  Remaining: I 00;00:11 Throughput; 715 cps
Cancel | i cps/bps |

F-5 Page 5 of7




14.

15.

16.

4/17/2012 F

*gLockbox - HyperTerminal i [m] 3]

File Edit Yew Call Transfer Help

Press <enter> IEIEEIDE
when download is Completed Download Successful!

Press [ENTER] to continue?

Connected 0:12:24 AMSIW 115200 8-N-1 MU
Type “Q” and <enter> ~lof

File Edt Wiew cCall Transfer Help

[ 2] WHB22007.DAT w/o 02/20/07 $1,945.69 EK items
[ 3] WRB22187 . DAT w/o B02/21/07 $2,415.74 EX items
[ 41 WK022207.DAT w/o B2/22/07 $464.34 items = 9 EX
[Clont,[Plrev, [Hlelp, [NIstp,S[klip, [Mlark,[DInld, [IInfo, [¥liew, [Qluit? [Q_

Connected 0:13:32 ARSTW 115200 &-M-1 CAPS MUK
Type G and <enter> Elle Edit ¥ew Cal TIransfer Help

to log off N EEEE

File Henu WIN Server I

Goodbye

File Transfer Help
Change help level
Info. On a File
List Files
MESSAGE HENU

New Files listing
Quit to main
Search for files
UpLoad files
Command Help

WNOWOoOZIrHI TS

Time Left : 47 Total Time Online : 2,466

Main Menu Command >> G_

Connected 0! 13:56 ANSTW 115200 -K-1 CAPS  NUM

1
W

Page 6 of 7



17. Type “Y” and <enter>

to confirm log off

18.  Close program

Confirm disconnect

19.  Send email to city collector

m.mcmahon@cityofwestfield.org

=100 |

“gLockbox - HyperTerminal

File Edit View Call Transfer Help
File Menu WIN Server I

Dl 2]8] ol =
Goodbye

File Transfer Help
Change help level
Info. On a File
List Files

HMESSAGE MENU

New Files listing
Quit to main
Search for files
UpLoad files
Command Help

NOWVWOoOZImrHITIC

Time Left : 47 Total Time Online : 2,466

Main Menu Command >> G

Are you sure you want to log off [¥/nl1? [Y]

Connected 0:14:26 |ANSIW |1 15200 8-M-1 ‘SCROLL CAPS  |NUM ‘Capture Print echao v
1o =lols
D] =[5 ol =]

City,
He hope vou enjoved vour visit with:

CBT Items Processing A WILDCATY w3.& Su
Thank vou for calling, City!

HyperTerminal

1 Vol Ak ooTerthy conrected.
L] AP O SUNE wou wan bo dsconned: noe?

=

1
Conrected 0:01:01

TR 115200 5:M-1 CRFS  NUM

=10 x|

Type a question for help

% Lockbox files - Message {HTML)

Ele Edit ‘“iew Insert Format  Tools  Actions  Help

-A|lB I
B R0 @S v

~ 10

u

Mormal ~ Atial

=] 5end =

Ta... Im.mcmahon@mal\‘cl.westf\e\d‘ma‘us'

FILE NAME
$ TOTAL
ITEM COUNTS

In case of problems:

Century Bank & Trust
781-393-6104
888-692-6100

4/17/2012

e ]

Subject: Iankhﬂx files

_ Bl
Mike,
The following files were received from lockbox
WRO21607 DAT - $37.710.93  items=108
WRO22007 DAT  $34 276.18  RE iterns = 3, PP iterns = 2, WES
WRO22107 DAT - $42790.43  RE itemns = 14, WS iterns = 226
WRO22207 DAT  $8,353.85 RE items = B, W&5 iterns = 53
WHYO21B07 . DAT  $531.78 items = 5 EX
WH0Z2007.DAT  $1 94569 EX items = 24
WRD22107.DAT - $2 41574 EX iterns =39
WHDZ22207 . DAT  $454.34 iterns =9 EX
Please call if any questions.
Lenare

=l
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First Quarter Tax Billing Check List

Step Date Done Description Responsible
1 Real Estate & PP Information from Collectors Collector
2 Tax Parameter Maintenance — Updated Computer Center
3 Tax Year Parameter Maintenance Computer Center
Check Data on Screen Dumps
4 : Collector
Need ok to continue.
5 Tax Charge Codes Setup/Updated Collector
6 Exception/Discount Codes Setup/Updated Assessor
7 Create VISION2 export file Assessor
Import VISIONZ file — RE & PP
8 (cuﬁ'rent Updated) Computer Center
9 Print & verify LA-4 ASSESSOr
Need ok to continue.
10 Generate New Tax Year Computer Center
11 Create Preliminary Tax Bills Computer Center
12 Assessor Checks file _ ASSESSOr
Need ok to continue.
13 Tax Update Computer Center
14 Preliminary Commitment Book - Proof Computer Center
Spooled and printed to Assessor
Assessor checks proof
15 Need ok to continue Assessor
Journals need to be created before continuing!

WARNING - This is the old “Point of No Return.” Munis has added “Reversal” options to a number of
steps, but the reversal of the final proof isn’t entirely perfected, so munis should be contacted before it is

attempting.

Preliminary Commitment Book — Final

16 Spooled and printed to Assessor Computer Center

(reversible.. sort of)

17 giceergﬁ)tls)p‘/ R Computer Center

18 Post Pre Payments Collector
Assessor and Collector check billing data

19 Need ok to continue Assessor/Collector

20 Create Mag Media File Computer Center
Retrieve Mag Media File From Server (FTP)

21 . ICDZ'r<eS<';1te bid/90 warning version of the file for Computer Center

e Create Zip File

22 Create RE & PP CD’s Computer Center
Email Zip Version as requested from the Collectors

23 office — Refer outside requests to the Collectors Computer Center
Office

4/17/2012
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Notes:
All output should be spooled and save to the bill run archive.

“Bill Run Archive” refers to a folder that’s used to contain all the data and reports from a bill run. Typically this folder

resides in the computer center “Transfer” network share under \repp\fyxxxx\Q1, where xx is the fiscal year of the bill
run.

There is no set rule for file names, though it is recommended to indicate a much of the FY, Quarter, and function
information as possible. Naming should also be a consistent across the run as circumstance allows.

Spooled Munis output can be auto formatted to fit correctly on an 8.5” x 11” page in MS Word with the following
macro:

Sub MunisWide()

' MunisWide Macro

WordBasic.TogglePortrait Tab:=3, PaperSize:=0, TopMargin:="1.04", _
BottomMargin:="1.04", LeftMargin:="1", RightMargin:="1", Gutter:="0", _
PageWidth:="11", PageHeight:="8.5", Orientation:=1, FirstPage:=0, _
OtherPages:=0, VertAlign:=0, ApplyPropsTo:=0, FacingPages:=0, _
HeaderDistance:="0.5", FooterDistance:="0.5", SectionStart:=2, _
OddAndEvenPages:=0, DifferentFirstPage:=0, Endnotes:=0, LineNum:=0, _
StartingNum:=1, FromText:=wdAutoPosition, CountBy:=0, NumMode:=0, _
TwoOnOne:=0, GutterPosition:=0, LayoutMode:=0, CharsLine:=41, LinesPage:= _
36, CharPitch:=220, LinePitch:=360, DocFontName:="+Body", DocFontSize:=11 _
, PageColumns:=1, TextFlow:=0, FirstPageOnLeft:=0, SectionType:=1, _
FolioPrint:=0, ReverseFolio:=0, FolioPages:=1

Selection.WholeStory

Selection.Font.Size = 8

WordBasic.PageSetupMargins Tab:=0, PaperSize:=0, TopMargin:="0.13", _
BottomMargin:="0", LeftMargin:="1", RightMargin:="1", Gutter:="@", _
PageWidth:="11", PageHeight:="8.5", Orientation:=1, FirstPage:=0, _
OtherPages:=0, VertAlign:=0, ApplyPropsTo:=4, FacingPages:=0, _
HeaderDistance:="0.5", FooterDistance:="0.5", SectionStart:=2, _
OddAndEvenPages:=0, DifferentFirstPage:=0, Endnotes:=0, LineNum:=0, _
CountBy:=0, TwoOnOne:=0, GutterPosition:=0, LayoutMode:=0, DocFontName:= _
"", FirstPageOnLeft:=0, SectionType:=1, FolioPrint:=@, ReverseFolio:=0, _
FolioPages:=1

End Sub

4/17/2012 F-6 Page2 of22



Step 1 — Preparation

Get real estate & personal property date information from Collectors — Collector/Assessor needs to check with
Auditor’s office to confirm that the journals have been setup.

Step 2 — Parameter Maintenance

1. From Property Revenue
¢ F —Property Tax Billing ¢ B — Assessor Auxiliary Program
¢ A —North East ¢ A —Parameter F/M

¢ C—Massachusetts
Click on the DUpdate icon.

2.
3. On General Tab:
Bl
My File Edit Tools Help
lvX|sE=@RuanE|RYx|BES i ©@= |10
General | Eill I Callection I Field Definitions I Parcel Display I

—Address
Town code | 329
Name ICIT‘i" OF WESTFIELD
Address |53 COURT ST
Zip [oioes
City/State |WESTFIELD W
County |HaMPDEN

—Assessat infarmation —Financial contrals
Assessor |BOARD OF ASSESSORS Update GL? ¥ RE/PP ¥ my
Assessment as of [or  [or REARcode  [REAL-RE TAYES -]
Current assessment year |T12_ PP AR code IPP - PERSOMNAL ;I

M AR code [y - MOTOR VEH -]

—Tax controls —Auditing
Next PP ID [ = ¥ Custamer
Next abatement number RE/PP W My W ¥ Real estate
Next adjustment number I 107703 ¥ Personal property
Next split /merge |—1 W 1otor wehicle
Rounding RE [ 1 PP wn mv [ 10 W Boat

Yiew audit records, ’;
#

¢ Check that the Current Assessment Year matches the tax year from the “Real Estate & PP Information
from Collector” form.
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4. On the Bill Tab Make sure:
-0l

My File Edit Tools Help

v X|t B u#aERDPxRESE

1| ©a= (%

General Eill | Caollection I Field Definitions I Parcel Display I
Minimum bill amount I 01
Eill comment: 1 |155UED 07j01/11 DUE 08j01/11

Bill comment 2

CPé charge code P .| COMMUNITY PRESERVATION ACT
Land Bank charge code I—_,

Residential charge code [REALR ™ -] RESIDENTIAL REAL ESTATE Tax
Open space charge code [REALR .| RESIDENTIAL REAL ESTATE TAX
Commercial charge code [REALC ] COMMERCIAL REAL ESTATE Tax
Tndustrial charge cods [REA-C .| COMMERCIAL REAL ESTATE TAX

¥ apply CPA& residential exemption

¥ Treat open space as residential

Deferred bax reason code I I

PreliminatyEstimated kax percentage I 50.00

Wiews audit records, OYR
A

Minimum bill amount = .01

O Billcomment 1 = “ISSUED XXXX DUE YYYY” where XXXX is the used date and YYYY is the due data as
defined on the “Real Estate & PP Information from Collectors” form.

¢ Preliminary/Estimated tax percentage = 50.00

<
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5. On the Collection Tab:
¢ Current collection year = Current Assessment Year from “Real Estate & PP Information from Collector”

mil Tax Parameter Maintenance - MUNIS [CITY OF WESTFIELD]

3D x|

form.

6. Click on ¥ to finish
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| Step 3 — Tax Parameter Maintenance

NOTE: Print Date and Date First Due are the same

1. From Property Revenue
¢ F —Property Tax Billing
0 A —North East
¢ C — Massachusetts

2. Click on the to add a new record

My File Edit Tools Help

v |t neERX RES S| KE S

0 B — Assessor Auxiliary Program
¢ B —Tax Year Parameter F/M

=1olx]

G @R e

Year I 2012 AR category I 20 l Process skatus I 1] qu

Penalty Cptions | CyclefCannm I 0 Desc |

Date Rules | General Parameters | Installments I

‘Wiews Audits |
Tax year [07/01/2011 244] to [0sj30/2012 1]
Bill type I_ I
Installment method |2 - PreliminaryActual LI
Tax calendar skatus |1 - Preliminary First Half j
Prelim calc method |2 - Assessment * Rate ;I
Yaluation factor I 1000
¥Yaluation percent I 100,00
™ Use central address location
Next original bill I 13933 Max exemption percentage 100
Next subsequent bill I 200000 T4Y minimunm kax I .00
Mext My decal number I [u} 1Y minirmum abatement I .00
Mext commitment page I 1 Residential percent I .00

Ave assmt ratio I 1.0000

» | on | e

Y

3. On the General Parameters tab, Set or confirm that:

¢ Year: Bill fiscal year ¢ Prelim calc method:
¢ AR category: 20 2 — Assessment * Rate
¢ Cycle/Comm: 0 ¢ Include exempt: selected
0  Taxyear: 0 Special assmt instmst: not selected
07/01/xxxx to 06/30/xxxx ¢ Valuation factor: 1000
(where xxxx: fiscal year) ¢ Valuation percent: 100.00
¢ Installment method: ¢ Next original bill: 1
2 — Preliminary/Actual ¢ Next subsequent bill: 900000
0 Tax calendar status: 0 Next commitment page: 1
1 — Preliminary First Half 0 Max exemption percentage: 0

4/17/2012

F-6 Page 6 of 22



4. On the Installment tab

Tax Year Parameter Maintenance - MUNIS [CITY OF WESTFIELD] (=] ]
My File Edit Tools Help

v X | % 2@

m@E|RIFX | EES E|HE

)

Penalty Options

Year I 2012 AR category I 20 l Process status I a B-,l
CyclefComm I 1] Desc I

Date Rules

General Parameters Installments |

‘Wiew Audits

[(monss |
[ o |

Number of installments IT
Minimurn amount Far installment: I 1

Percent Print date Date first due Dake first |ate

| 2s.00 [ozjorjzons 4] forponszonn kid]  osrozszonn i)
| 2500 [iojotjzont 4] [1oronrzonn kiA]  [1asozszonn ki)
| 2500 [1zi31jz011 4] 1232000 k8| Jozsozszoiz ki)
| 2500 [ogjorjzonz 4] Joaronrzoiz k8] osiozszoiz ki)

Normal int routine | 02 .| Rate1 | 1400 Ratez 0,00

Deling int routine | 0z .| Rate | 14.00

Tax rates For: City [ ooooooo  school [ 0.000000  County | 0,000000
Uelty [ 0.000000  Other [~ o.o00000

Redemp adv chg I

Sale adv charge I LI
I

M| S Lotz » | o | a4

O R
2|

¢ Enter Preliminary/dummy dates as indicated by the Collectors Office.

5. Set or confi

rm that:

¢ Number of installments: 4 ¢ Tax rates for:
¢ Minimum amount for installment: 1 City: 0
¢ Normal int routine: 02 School: 0
Rate 1: 14.00 (Check rate) County: 0
Rate 2: 0 Utility: O
¢ Deling int routine: 02 Other: 0
Rate: 14.00 (Check rate) ¢ Sale adv charge: Blank

¢ Redemp adv chg: Blank

6. Click on ¥ to finish
7. Repeat steps 3 — 7, substituting: AR category: 25

4/17/2012
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Step 4 — Check Changes — HOLD POINT

The Collector goes into Munis and confirms the dates from steps 2 and 3.

\ Step 5 — Tax Charge Codes — HOLD POINT

The Collector set the tax charge codes.

\ Step 6 — Exception/Discount Codes

The Assessor’s Office creates and/or updates exception and discount codes

Step 7 — Create Vision Export File

The Assessor’s Office creates two export files, one for real estate and another for personal property.
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| Step 8 — Import Vision?2 files

1.

From Property Revenue

0
%
%

F — Property Tax Billing
A — North East
C — Massachusetts

2. Click “Define”

o0k

[l import RE CAMA to MUNIS - MUNIS [CITY OF WESTFIELD] B[] 54

My File Edit Tools Help

0

C — Assessor Processing and Reports

¢ A —Import RE CAMA to Munis

IvX @ unERPXRHSEMES 0= (V0
Assessing system |VISINZ - VISION CAMA 2K k|

Process | Formatting option [WE - WESTFIELD, M4 =]

Input file {include Full path} Id:'l,musys'l,import_LIVE'l,import_txremove.DDl

Input file {values) I

Input file {unitfconda) |

L2l 2] 2]

™ Multi Jurisdickion

Jurisdiction code  [CIT¥-CITY OF WESTFIELD k2|
W Multi Rats
Residential chargs IREAL—R—RESIDENTIAL REAL ESTATE TA® ;l
Open charge IREAL—R—RESIDENTIAL REAL ESTATE TAx LI
Commercial charge IREAL—C-COMMERCIAL REAL ESTATE Tax LI
Industrial charge IREAL—C-COMMERCIF\L REAL ESTATE Tax ;I
—LUpdate
ICurrent Yl ¥ Move current values

¥ Move current owner names

¥ ke parcels inactive

Define assessment impork parameters.

Set or confirm the following:

O

O

0

O

O

0

Assessing system:
VISIN2-VISION CAMA Y2K
Formatting Option:
WE-WESTFIELD
Input File:
use the magnifying glass to _i[ |
select the file -
Multi Jurisdiction: Not Checked
Jurisdiction code:
CITY-CITY OF WESTFIELD
Residential charge:
REAL-R

Press "4 or Enter to complete.

Click Process to import the data.
When the import is complete a dialog showing the number of parcels records process should appear. When it
does:

0
0

Note the number of records
Click the “OK” button to continue

S OO

Open Charge:
REAL-R
Commercial charge:
REAL-C
Industrial charge:
REAL-C
Update: Current
Move current values: Checked
Move current owner names: Checked
Make parcels inactive: Checked

When the print Dialog appears, spool the report to a file (note file name)

4/17/2012
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8.

9.

10.

11.
12.
13.

14.
15.
16.

From Property Revenue

¢ F —Property Tax Billing ¢  C — Assessor Processing and Reports
0 A —North East ¢ B —Import PP CAMA to Munis
0 C —Massachusetts
Click “Define”
[ Import PP CAMA to MUNIS - MUNIS [CITY OF WESTFIELD] i ] 5
My File Edit Tools Help
[vX | +22aaER0xREOaENEI o= (¥ Q
Aissessing system [VISINZ-VISIN PP ]
— | Qutput Farmatting [WE - WESTFIELD, MA =]
Input file |u:I:'l,musys'I,im|:|Drt_LI'u'E'l,impu:urt_txppmu:uve.IZIIIII il
Input file | &l
[T Use multi jurisdiction
|CITv-CITY OF WESTFIELD =]
V¥ ake properky imactive
Define assessment impork parameters. R
e

Set or confirm the following:

¢ Assessing system: ¢ Multi Jurisdiction: Not Checked
VISIN2-VISIN PP ¢ Jurisdiction code:

¢ Formatting Option: CITY-CITY OF WESTFIELD
WE-WESTFIELD MA _i‘ | ¢ Make parcels inactive: Checked

¢ Input File:
use the magnifying glass to select the file
Press ¥ or Enter to complete.
Click Process to import the data.
When the import is complete a dialog showing the number of parcels records process should appear. When it
does:
¢ Note the number of records
¢ Click the “OK” button to continue
When the print Dialog appears spool the report to a file and note the name
Copy the two spooled files created in this step from Munis to the bill run archive folder
Convert to PDF and email copies of the file to Assessor and Collector

[ Step 9 — Print & Verify LA-4 — HOLD POINT

The Assessor’s office prints and verifies LA-4. Wait for their OK to proceed.

4/17/2012 F-6 Page 10 of 22



| Step 10 — Generate New Tax Year

1. From Property Revenue
¢ F —Property Tax Billing ¢ C — Assessor Processing and Reports
¢ A —North East ¢ L - Generate New Tax Year
¢ C— Massachusetts
2. Click The “Define” button

il Generate New Tax Year - MUNIS [CITY OF WESTFIEL - 10] x|

My FEile Edit Tools Help

X |tERRnasSRxRaseTE »

Tax wear I 2012
Create | AR cabegory IEh:uth ll

Real estake I ]
Petsonal property I 0
Define the generation paramekers, v

3. Set or confirm the following:
¢ Taxyear =FY of Q1
¢ AR category = both

4. Press v or Enter to complete.
5. Click on “Create” button

NOTE: If tax year shown is incorrect, set it to the correct year in Parameter FM (Step 2)
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Step 11 — Create Preliminary Tax Bills

1. From Property Revenue

¢ F — Property Tax Billing ¢ C — Assessor Processing and Reports
¢ A — North East ¢ M — Preliminary Taxes Menu
¢ C — Massachusetts ¢ A — Create Preliminary Taxes

2. Click “Generate”

[l create Preliminary /Estimated Taxes - MUNIS [CITY OF WESTFIELD] i =] B
My File Edit Tools Help

X | sl = AE IR GREEEME I a3t 0

Generate | Tax yearl
Yalidate |
AR category -
Tawdpdate | : I _I
Property 1D I
Parcel I
Qiner |
Charge Code | Deschiption First Half Third Quarter ‘Caommient ILl
Charges updated I i]
]| o« 5ot 0 | ow | & E|
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3. Click “Define “

M) Create Preliminary /Estimated Taxes - Ger
My File Edit Tools Help

=18]x|

lvxX[d@=xnacB X R ISHEEI[So]" @
Tax year I 2010
Generate | AR categorleoth ;I
Percent of amounts to uge in estimate I 50,00
I™ Include Special &ssessments/Betterments
I~ Rall Special &ssessments/Betterments inta tax
Exclude the following Special Assessment/Betterment charges
| H [
| I . [
| -] . I]

W Include exempt properties

¥ Include prior year abatements

Exemptionz used in tax calculation I Last year VI

Real Estate I
Perzanal Property I

Define parameters for preliminary tax bill generation.

7

4. Set or confirm the following:

¢ Tax Year: Q1 Bill Tax Year ¢ Include Special Assessments / Betterments:

¢ AR Category: Both Not Selected

0 Percentage of Amount to use of estimate: ¢ Included exempt property: Selected

50.00 (set in Tax parameter Maintenance) ¢ Include prior year abatement: Selected
¢ Exemption used in tax calculation: Last Year

5. Press "4 or Enter to complete.
6. Click “Generate” button.
7. Once The generate option has finished, Click “ Validate”
8. When the “Validation Report” Dialog appears, set AR Category to Both
9. When the print file dialog appears, spool the file and note the file name.

10. Copy the spooled file from Munis to the bill run archive folder.
11. Convert file to .PDF and Email it to the Collector and Auditor.

_Ioix

File: Edit Taools Help

o X| & @| = oaE

NOTE: Need to determine next Q1 bill run: should verification be done by the
Assessor’s office or Tech Center?

| >

AR Category | =

T
W
=l

A

|P.R cateqgory,
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| Step 12 — Assessor Checks Proof

Wait for Assessor’s office OK to proceed.

| Step 13 — Tax Update

1.

From Property Revenue
¢ F — Property Tax Billing
¢ A — North East
¢ C — Massachusetts

¢ C — Assessor Processing and Reports
¢ M — Preliminary Taxes Menu
¢ A — Create Preliminary Taxes

2. | you have left the the “Create Preliminary Taxes “ since the last step, you will need to do another validation
3. Click on “Update” Button
gtreate Preliminary/Estimated Taxes - MUNIS [CITY OF WESTFIELD] s Il:llli
My File Edit Tools Help
v i@ aAE|IRD* R MEI | ©a= |t D
Senerate | Taxr yearl
Yal|date |
Tar Update | A cofeanie I LI
Property 1D I
Parcel |
Chnet l
Charge Code First Half Third Quarker Comment I;I
¥
Charges updated.l i]
< | v s E
S

4/17/2012

[®] Confirm Update x|

4)

Al tax records will be updated?
Continue with update?
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M) Tax Update
Eile Edit Tools Help

=181

AR IEEEE

AR Category I Bath

|

‘AR categary.

v

4/17/2012

4. On the update dialog, AR Category = Both

5. Press ¥ or “Enter
6. Click “Yes” on the Confirmation dialog.
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Step 14 — Preliminary Commitment Book - Proof

1. From Property Revenue
¢ F —Property Tax Billing
¢ A —North East
¢ C —Massachusetts

2. Click “Define”

.Preliminary Commitment Book - MUNIS [CITY OF WESTFIELD]
My File Edit Tools Help

¢  C— Assessor Processing and Reports
¢ M —Preliminary Taxes Menu
¢ C —Preliminary Commitment Book

=101 x|

v X|tB2EHBERFXRESE HEI | @@= (Y0

. Define ¢ Tan year [‘z012
=l | AR category IReaI estake ﬂ
Preliminary period IFirst Half ;I
Eeverse |

™ Final version with bil numbers

¥ Include exempt properties
¥ Prink property values

[T Incude unposted credits
[T Include 61 AJE credits

Cwwner infFormation IOwner of Record vl

[™ Include other owner

IName vl

Sequence by

Caode range I

¥ summary totals by letker

Define the selection criteria For the Preliminary Commitment Book,

4

3. Confirm or set the follow fields:

¢ Tax Year: Current Tax year .

O AR category: 20 -Real Estate

¢ Preliminary period — F-First Half

¢ Included exempt properties: Selected
¢ Printe property values: Selected

_Ioix
— Output typ
" MUNIS printer File name: |recn. 1208
" Local printer Comment: Creates a MUMIS spaol file retrievable fram Spaal File Maintenance,
& File YVou may accept the default or enter pour own file name, 4
= Digplay 5
—Report titl 6
|TA>< COMMITMENT BOOK. 7
—Optior !
Copies I il | | 3 8
oK Cancel | 9

O Print 61A/B credit: Not Selected
O Owner information:

R - Owner of Record

¢ Include other owner: Not Selected
¢ Final version with bill numbers:

Not selected

¢ Sequence by: N — Name
¢ Summary totals by letter: selected

Press v or Enter to complete.

Click “Select “

Under File select Output

Under Output type select File and enter a
filename.

Click OK

Repeat steps 2 — 8, replace Repeat steps 2 — 8,
substituting: AR category: 25 — Personal Property

10. Copy the spooled files from Munis to the bill run archive folder.

11. Convert files to .PDF and place in city share

12. Email Collector and Auditor to let them know the proof has been created and were it is.

4/17/2012
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| Step 15 — Assessor Checks Proof

Assessor’s Office checks proof — Need OK to continue.
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Step 16 — Preliminary Commitment Book - Final

NOTE: The preliminary commitment book can be reversed, using the “Reverse” option, but Munis recommended
contacting the to assist in reversal as, at this point in time, there may be issues with the reversal function they may

have to assist us with.

1. From Property Revenue
¢ F — Property Tax Billing
¢ A —North East
¢ C — Massachusetts

2. Click “Define”

-IB/x]
My File Edit Tools Help
PEEEL IR L ET R

Tax year I 2012
IReaI estate vl
IFirst Half vl

AR category

Select |

Beverse |

Preliminary petiod

I Final wersion with bill numbers

¥ Include exempt properties
¥ Print property values

™ Include unposted credits
[ Include 61 A/E credits

Cwnet information IOwneroFRecord vI

™ Include ather owner

IName vI

Sequence by

Code range I to

¥ Summary kokals by letter

Define the selection criteria For the Preliminary Commitment Bool:,

4

=)
— O utput typ
& MUMIS printer e Im
" Local printer Comment: Createz a MUMNIS zpool file retrievable from Spool File kaintenance.
= File Y'ou may accept the default or enter your own file name.
= Display
—Report title

ITAX COMMITHMENT BOOK

— O piong

Copiez |—11|i|

ak | Cancel |

9. Repeat steps 2 — 8, replace AR category: 25 — Personal Property

10. Copy the spooled files from Munis to the bill run archive folder.
11. Convert files to .PDF and place in city share

4/17/2012

3.

O

<

No o

¢ C— Assessor Processing and Reports
¢ M —Preliminary Taxes Menu
¢ C —Preliminary Commitment Book

Confirm or set the follow
fields:

Tax Year:

Current Tax year .

AR category:

Real Estate
Preliminary period:
First Half

Included exempt
properties: Selected
Print property values:
Selected

Include unposted
credits:

Not Selected

Print 61A/B credit:
Not Selected

Owner information:
Owner of Record
Include other owner:
Not Selected

Final version with bill
numbers:

Selected

Sequence by: Name
Selected from: ___ to
(25 “2")

Summary totals by
letter:

not selected

Press v or “Enter” to
complete.

Click “Select “

Under File select Output
Under Output type
select “File” and enter a
filename.

Click OK
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Step 17 — Generate A/R

IMPORTANT NOTE: Auditor’s Office will need setup the journals before this should be run — Munis will not warn

about missing journals before the process is run.

If pre payments haven’t been posted, the “Generate AR” function can be reversed using the “Reverse” button

[l Generate AR - MUNIS [CITY OF WESTFIELD] =101 x|

My File Edit Tools Help

[vX 3 Do@RUMNERD YR 16EEE

D@ >

Tax wear |Current assessment year LI | 2012

AR category |Both LI

GL Year/period |5pecify vear/period LI | 2012 I_l JuL
Effective date |5pecify date LI IU?fDIfoll L]

Generate |

Reverse

FIRST HALF PRELIMINARY BILLS

Define the generate parameters, R
A

6. When Output dialog appears, enter file name

[ CETE——— =101 ]

—Cutput to File

File narne txrpognari0al

Save as type IPIain ket {.bxk) vl

Comment: Creates a MUNIS spool File retrievable From Spool File Maintenance,

‘You may accept the default or enter your own file name.

—Report title
Thx GEMERATE AR. - 2012 RE/PP FIRST HALF PRELIM

(04 I Cancel |

x

Proof report created: d:imusysispool_LIVE\genarglfy2012.txt,
f) Please review,

Generate AR?

P—— M;

4/17/2012

1.

7.

8.

From Property Revenue
¢ F —Property Tax Billing
¢ A —North East
¢ C — Massachusetts
¢ C— Assessor Processing and
Reports
¢ M- Preliminary Taxes Menu
¢ D - Generate AIR
Click “ Define”
Confirm or set the follow fields:
¢ Tax Year:
“Current assessment year”
¢ AR category:
Both
¢ GL Year/Period:
“Specify year/period” =
Billing FY, 1
¢ Effective date:
“Specify Date” = issue date
Press ¥ or Enter to complete.
Click “Generate”

When “Generate AR” dialog
appears, “Yes, Generate AR”
Copy the spooled file from
Munis to the bill run archive
folder.

Convert file to PDF and email to
Auditor’s, Assessor’s, &
Collectors Offices. Also let them
know the Q1 final commitment
books are in the city share.

10. Print final commitment book
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Step 18 — Post Pre Payments

Collector’s office posts pre payments.

\ Step 19 — Assessor and Collector Check Billing Data — HOLD POINT

Assessor and Collector take a look at billing data to see if all changes are correct and as they expected.
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Step 20 — Generate Mag Media

IMPORTANT NOTE: Munis has changed the way it outputs the bills. In previous years we ran the bill as “First
Quarter” “1* Installment”, but now, in order to see the second quarter information on the bills, we need run the

bills as “Second Quarter” “1* installment with the “Accumulate Prior installment into scan line” selected.

1. From Property Revenue
¢ F —Property Tax Billing
¢ A —North East
¢ C — Massachusetts

2. Click “Define”

.Preliminary Tax Bills - MUNIS [CITY OF WESTFIELD]

Iy File Edit Tools Help

¢  C — Assessor Processing and Reports
¢ M —Preliminary Taxes Menu
¢ F —Preliminary Bill Print

lvx|imaxaa:sR0x s EEI da< |t @

Align | Tax year I 2012
EiEs | AR category |25 - Personal Praperty ;I
Define |
Select
E— Biling Period ISacUnd quarter bil LI Calc due now and interest to date oFjoljzoil A
Selective Cutput | Cutput: Farmat IExport File LI I™ Omit exempt properties with zero balance
Single il Defaultsl Eill Form I _I ™ Include definquencies
™ First Ametican export LB delinguent date I k]
File name I
Report instalment I 1st Installment LI
Sean Format |1 - munIS STANDARD =l
¥ Accumulate prior instalments into scan line
Bill amount range | 01 ko[ 99,999,999.99
Sequence by IZip code LI
Zip code | ko |zzzzzzzzzz
Mame I to |zzzzzzzzzzzzzzezzzzz
Bil numper | 1 tof 99939999
Service Company IIncIude all Service Companies LI
Setvice Company I
ko Izzzz
Bills selected 213
Bills printed 213

Select bills to be printed.
The file 'txprebild012.txt' has been saved ta the MUNIS spoal directory — 213 page(s).

£

3. Confirm or set the follow fields:

Tax Year: Current Fiscal Year

AR category: 20 - Real Estate

Bill Period: Second Quarter bill

Output format: E — Export

Bill Form: {Blank}

First American export: Not Selected

File name: {Blank}

Report installment: 1st installment

Scan Format: 1 — MUNIS STANDARD

Accumulate prior installments into scan line:

Selected

¢ Calc due now and interest to date: {Date from
Collector}

4. Press ¥ or Enter to complete.

SO T T O

4/17/2012

¢ Omit exempt properties with zero balance: Not
selected
¢ Include delinquencies: Not Selected
i. Delinquencie Date: Service Company: {Blank}
Bill amount range: .01 to 99,999,999.99
Sequence by: Zip Code
Zip code range: {blank} to zzzzzzzzzz
Bill Name: {blank}to
Bill Number: 1 to 99999999
Service Company:Include all Service Companies
i. Service Company: {Blank} to:zzzz

Y
o
Y
Y
Y
Y
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Click “ Select”.

Click the sl icon to spool the file.

Note the totals and file name that’s displayed when the process completes.

Repeat steps 2 — 6, substituting 25 — Personal Property in the AR category field during step 3

Step 21 — Prep Mag Media Files

1.
2.
3.

4.
5.
6

Transfer Mag media files from Munis to bill run archive folder.

Be sure the files are named clearly

Create total sheets using the \\Techcenter$\John_DB’s\RE-PP Export Tester v1.8.1 XP.mdb . Print sheets as
.PDF files.

Create A zip file containing both the RE and PP files. Change the extension from .zip to .piz

Send a copy to PKS

Email Collector the total sheets and confirm that the data file has been sent to PKS

Step 22 — Generate Mag Media

The collector will request that a number of CD be create for distribution to outside parties

Step 23 — Generate Mag Media

The Collector will request that the Q1 data files be email to outside parties. Use the same file that was sent to PKS.

The request for transmission of these files has to come from the Collectors office. Any direct requests from outside
sources should be refused and the sender should be directed to make data request to the Collectors office.
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Second Quarter Tax Billing Check List

Step Date Done Description Responsible
1 Real Estate & PP Information from Collectors Collector
2 Tax Parameter Maintenance — Updated Computer Center
3 Tax Year Parameter Maintenance
Check Changes — HOLD POINT
“ ° Need ok to continue. Collecion
5 Create VISION2 export file Assessor
6 Import VISIONZ file — RE & PP

(current Updated)
Tax Bill General Maintenance

! Run Owner Updatel
8 Create Mag Media File

Retrieve Mag Media File From Server (FTP)
9 e Create bid/90 warning version of the file for Computer Center

PKS
e Create Zip File

10 Create RE & PP CD'’s

Email Zip Version as requested from the Collectors
11 office — Refer outside requests to the Collectors

Office
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Please note:

As Munis evolves, the letter designations of menu option may change, please reference the full function
names.
Make no assumptions about values. If there is any uncertainty contact the Assessor and Collector.
The included Screen shots are provided as general references and they should not be as example values
and setting. For proper values and setting, please refer to the written instructions or should options change
contact Munis for details.
Should new options appear in menu functions, first contact Assessor and Collector, ask them if they know
what it is and how they want it filled in, and if they are unsure call Munis to describe the new option and
what the typical value should be for the second quarter run.
The Vision import is only a required option during the 1% and 3 quarter bill runs, and is option during the
2" and 4" quarters. While it was decided to do these updates every quarter by default, it up to the Assessor
and Collector as to whether they wish actually run them. The additional Vision imports were added
because of issues with the Assessor’s office manually updating parcel address information in three
separate locations: Vision, Munis Current, and Munis Tax. There were misunderstandings about what
changes applied to what areas and when they apply :

o0 Changes to Munis bills do not automatically change the address in the Munis parcel master,

0 Changes to the Munis parcel master do not automatically reflect on the bill until they're applied

(which used to be only the 1% and 3™ quarters),
0 Address changes to the Munis parcel master are overwritten by the Vision Import
0 Changes to the address in the tax bill file are overwritten by the owner update process during the
bill run (originally 1% and 3" quarters)

The data CD are burn onto a finalized CD. Please note:

0 The CD should be a CD-R type disk

0 The format of the CD should be Juliet and/or Level 2 ISO 9660

0 The write method should be: Disk at Once (DAO) Closed
The Second Quarter data file that is emailed to outside requestors is the same file we send to PKS.
Basically, the MASS law on delinquency notification is: If there is any outstanding amounts which could be
subject to a lien, and which is 90 days or more old, a notice of that there is an outstanding amount must be
appear on the bill.
We do not forward file layout information to outside requesters other than PKS. If asked, as we don't keep,
support, or update the layout documents, refer them to Munis for further information.
Please be aware that the data file we send to PKS is different in the first half of the year, as in the second
additional BID and total information is appended to file. We do not send this file to outside requestors as it
is physically different.
All output should be spooled and save to the bill run archive.
“Bill Run Archive” refers to a folder that’s used to contain all the data and reports from a bill run. Typically
this folder resides in the computer center “Transfer” network share under \repp\fyxxxx\Q1, where xx is the
fiscal year of the bill run.
There is no set rule for file names, though it is recommended to indicate a much of the FY, Quarter, and
function information as possible. Naming should also be a consistent across the run as circumstance
allows.
Calc Interest to Date is used to calculate the amount of interest, including past bills, to show on bill. The
current bill will include interest from the “First Late Date” forward. If the “Calc Interest to” date is the same
as the “First Late Date” one day of interest will included on the current bill.
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Spooled Munis output can be auto formatted to fit correctly on an 8.5” x 11" page in MS Word with the following
macro:

Sub MunisWide()

' MunisWide Macro

WordBasic.TogglePortrait Tab:=3, PaperSize:=0, TopMargin:="1.04", _
BottomMargin:="1.04", LeftMargin:="1", RightMargin:="1", Gutter:="0", _
PageWidth:="11", PageHeight:="8.5", Orientation:=1, FirstPage:=0, _
OtherPages:=0, VertAlign:=0, ApplyPropsTo:=0, FacingPages:=0, _
HeaderDistance:="0.5", FooterDistance:="0.5", SectionStart:=2, _
OddAndEvenPages:=0, DifferentFirstPage:=0, Endnotes:=0, LineNum:=0, _
StartingNum:=1, FromText:=wdAutoPosition, CountBy:=0, NumMode:=0, _
TwoOnOne:=0, GutterPosition:=0, LayoutMode:=0, CharsLine:=41, LinesPage:= _
36, CharPitch:=220, LinePitch:=360, DocFontName:="+Body", DocFontSize:=11 _
, PageColumns:=1, TextFlow:=0, FirstPageOnLeft:=0, SectionType:=1, _
FolioPrint:=0, ReverseFolio:=0, FolioPages:=1

Selection.WholeStory

Selection.Font.Size = 8

WordBasic.PageSetupMargins Tab:=0, PaperSize:=0, TopMargin:="0.13", _
BottomMargin:="0", LeftMargin:="1", RightMargin:="1", Gutter:="0", _
PageWidth:="11", PageHeight:="8.5", Orientation:=1, FirstPage:=0, _
OtherPages:=0, VertAlign:=0, ApplyPropsTo:=4, FacingPages:=0, _
HeaderDistance:="0.5", FooterDistance:="0.5", SectionStart:=2, _
OddAndEvenPages:=0, DifferentFirstPage:=0, Endnotes:=0, LineNum:=0, _
CountBy:=0, TwoOnOne:=0, GutterPosition:=0, LayoutMode:=0, DocFontName:= _
"", FirstPageOnLeft:=0, SectionType:=1, FolioPrint:=0, ReverseFolio:=0, _
FolioPages:=1

End Sub
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Step 1 — Preparation

1. Get bill dates from collector

¢ Bill Comment; DUE

¢ Print Date: Typically October __, {Current Calendar Year}

¢ First Due Date (Typically same as Issue)

¢ First Late Date: Typically November __, {Current Calendar Year]

¢ Calc Interest To Date: . Get date the date that the Collector wishes to use.

Typically this is one day before the First Late Date.
2. Confirm if Assessor/Collector want to do and import for this quarter (optional)
3. Confirm if Collector want include delinquencies on this billing

Step 2 — Tax Parameter Maintenance

1. From Property Revenue
¢ F — Property Tax Billing
¢ B - Massachusetts
¢ B — Assessor Auxiliary Program
¢ A - Parameter F/M

[M] Tax Parameter Maintenance - MUNIS [** TRAINING DB Sat Jun 14 **] 1 ] |
My File Edit Tools Help
lvX[smanacBY ¥R - @0[EE I [ o[t @
General I Eill I Collection | Field Definitions I Parcel Display |
—Address
Town code |329—
Name IEITY OF WESTFIELD
Address |59 COURT ST
Zip [oioss
City/State  [WESTFIELD [Ma
Corty |HAMPDEN
ar infarmation —Financial contral
Assessor IBD.QFED OF A55E550RS Update GL? W RE/FF W 1y
Assessment as of [or  [or REARcode  |REAL - RE TAXES =
Current aszessment year IW FF AR code |PP - PERSOMNAL j
My AR code  [My - MOTOR VEH |
— Tax contrals —Auditing
Next PP ID |—12 ¥ Customer
Next abatement number RE/PP Iw MY W [ Realestate
Hext adjustment number lw [V Personal property
Next split/merge l—‘l ¥ Motar vehicle
Rounding RE[ 100 PP [ 100 WMv [ 10 | it
Yiew audit records,
pay

2. Click on the DUpdate icon.
3. On General Tab:
¢  Check that the Current Assessment Year matches the tax year from the “Real Estate & PP Information
from Collector” form.
4. Print Screen
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5. On the Bill Tab Make sure:
meter Maintenance - MUNIS [CITY OF WESTFIELD]

D 10/1/10 DUE 11/01/10.

¢ Minimum bill amount = .01
O Bill comment 1 = “ISSUED XXXX DUE YYYY” where XXXX is the used date and YYYY is the due data as
defined on the “Real Estate & PP Information from Collectors” form.
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6. On the Collection Tab:
[M] Tax Parameter Maintenance - MUNIS [CITY OF WESTFIELD]

¢ Current collection year = Current Assessment Year from “Real Estate & PP Information from Collector”
form.

7. Click on ¥ to finish
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| Step 3 — Tax Year Parameter Maintenance

1. Process Notes:

Example Dates

Issue date 07/01/02 due date 08/01/02
Issue date 10/01/02 due date 11/04/02
Issue date 12/31/02 due date 02/03/03
Issue date 04/01/03 due date 05/01/03

Print Date and Date First Due are the same

2. From Property Revenue
¢ F—Property Tax Billing
¢ B - Massachusetts
0 B — Assessor Auxiliary Program
¢ B —Tax Year Parameter F/M

[M] Tax Year Parameter Maintenance - MU
My FEile Edit Tools Help

NIS [CI

=101 x|

lvX[seEaxaaERY X REASE[HEE [T o B

Year I 2011 AR category

I 20 I Process status I_EI El

I 1] Desc I

Penalty Optiots Cycle/Comm

[ pepie |

Date Rules General Parameters IInstaIIments |

Tax year [07/01/2010 (14 to06/30/2011 jt4]

[

Bill type

Installment method |2 - Preliminary/Actual

]

Tax calendar status |1 - Preliminary Firzt Half j

Prelim cale method |2 - Aszessment * Rate =

W Include exermpt
[~ Special assmt instrts

[~ Uze central address location

Valuation factor I 1000
Valuation pementl 100.00

Mext original bill [ 13332
Mext subzequent bill Im
Mext MY decal number I—EI

Mext commitment page |—1

M ax exemption percentage I oo

kel mnitimum bas I—EID
FW mirimum abatement I—EID
Fesidential percent I—EID
Ave azsmt ratio IW

1 of 2

o]l

> n| sl

The update action has been canceled by the user.

4

4/17/2012

Click the #% Search Icon
¢  Enter the current Fiscal
year in the Year Field

0 Click on ¥ to finish

Two records should have

been selected, AR category

20 & 25

Select the AR 20 Record,

On the General Parameters

tab, Set or confirm that:

¢ Year =fiscal year

¢ AR category =25

¢ Cycle/Comm =0

0 Taxyear =
07/01/xxxx to
06/30/xxxX
(where xxxx = fiscal
year)

¢ Installment method =
2 — Preliminary/Actual

¢ Tax calendar status =
1 — Preliminary First Half

¢ Prelim calc method =
2 — Assesment * Rate

¢ Include exempt =
selected

¢  Special assmt instmst
= not selected

¢ Valuation factor = 1000

¢ Valuation percent =
100.00
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7. On the Installments tab, set or confirm that:

¢ Dates match those

®] Tax Year Parameter Maintenance - MUNIS [CITY -0 x| provided by Collector
My File Edit Tools Help ¢ Number of installments
lvX[tauaERYXRESLDWEI [T ot @) =4

¢ Minimum amount for
installment =1
Year | 2011 AR category I 20 I Process status I 0 E;q'l ¢ Normal int routine = 02

Eenalt}letionsl Cycle/Comm [ 0 Desc | Rate 1 =14.00

¢ Deling Int routine = 02

Date Rules | General Parameters | Installments | Rate = 14

¢ Tax Rates for:

Number of installments IT Minimum amount for installment l_'l ggry]o_o?zogoo
County = 0.00

Percent Primt date Firzt due date First late date giw;?’/ :: 888
| 00 jo7/o1/2m0 pig o7/ /2010 e 08032010 i o Sales a dv. charge =
| 00 [10/01/2000 pig [10Am2mn e 110202010 i blank
| 00 [12/31/200 pig 12emsemn pe| 0200202011 e 0  Redemp adv chg =
| .00 [04/0/2001 pid Joasmizon pid  [oss032011 Rkid blank

Normal int routine 02_.|Rate1 | 1400 Rate2|  0.00
02_..|Rate | 1400
0.00 School | 0.00 County| — 0.00

0.00 Other | 0.00

Deling int routine

Tax rates for: City

L tilitye

Sale adv charge I LI
Fedemp adv chg I LI
M [ e NANTEYES
R

8. If you need to change any of the fields:
¢ Click on the D’Update icon
¢ Make the required changes

o Click on ¥ to finish
9. Select the AR category 25 and repeat steps 6 though 8
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Step 4 — Check Changes — HOLD POINT

Collector’s office confirms that all the parameters are set correctly.

| Step 5 — Create Vision Export File

THIS AN OPTIONAL SET, THE ASSESSOR AND TREASURER WILL DETERMINE IF
IT IS NECESSARY. IF NOT DOING IMPORT THIS QUARTER SKIP TO STEP 8

Ask Collector/Assessor if they want to import update for the Q2 bill run.

The Assessor’s Office creates two export files, one for real estate and another for personal property and they send
it to the computer center. It may also be sent on a CD or placed in the city share folder.
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| Step 6 — Import Vision?2 files
If not doing a second quarter import, skip to step 8

1. From Property Revenue
¢ F — Property Tax Billing
¢ B - Massachusetts
¢ C— Assessor Processing and Reports
¢ A —Import RE Cama to Munis
2. Click Define
3. Set or confirm the following:

_iox| ¢ Assessing system:
VISIN2-VISION CAMA Y2K

SREE o [Galt 0 0 Formatting Option:
Assessing system [VISING - ISION CaMa 2K E3| WE-W_ESTFI ELD
Formatting option [WE -WESTFIELD. Mé | ¢ Input File:
use the magnifying glass _—[i |
to select the file
Input file: (include full path) [#u2/ive/mporfmport_tsremove. 00T | ¢ Multi Jurisdiction: Not Checked
e : j 0 Jurisdiction code:
: CITY-CITY OF WESTFIELD
R ¢ Residential charge: REAL-R
Jurigdiction code CITY-CITY OF WESTFIELD ;I <> Open Charge REAL-R
¢ Commercial charge: REAL-C
% MuliRste ¢ Industrial charge: REAL-C
Fesidential charge [REAL-F-RESIDENTIAL REAL ESTATE TAX | O Update: Current
oo to [ ECERA AL T ¢ Move current values:
Industrial charge |HEAL-C-EDMMEHEIAL REAL ESTATE Tax ﬂ NOt CheCked
“Update ¢ Move current owner names:
 Tangear I ers e s Checked
il ¥ Movs curenk ot names ¢ Make parcels inactive: Checked
" Both W Make parcels inactive
B 4. Press [%4 or Enter to complete.
— - 5. Click Process to import the data.
4| 6. When the import is complete a
dialog showing the number of parcels records process should appear. |
When it does: o,
0  Note the number of parcels processed ALY oeeclioca e mocesad
¢ Click the OK button to continue
7. When the print Dialog appears:
= E 0 Select File
—Dutput typ ¢ Set File name to REFYxxQ2IMP,
¢ MUNIS printer File name: [RE¥v0504TE where xx = fiscal year
" Local printer Comment: Creates a MUMIS spoal file retrievable fram S poal File Maintenance. 0 C“Ck the OK bUtton to Sp00| the
& Fie You may accept the default or erter your awn file name. file.
 PDF
i Digplay
—DOpliohz
Copies |—11|i|

oK | Cancel |
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8. From Property Revenue
¢ F —Property Tax Billing

¢ B — Massachusetts

¢ C— Assessor Processing and Reports
¢ B —Import PP Cama to Munis

9. Click Define

10. Set or confirm the following:

-lolx|
IMy Eile Edit Tools Help
PRI B E RS ENEREE]
; Assessing system [VISINZMISIN PP |
Process Olutput formatting IW’E SWESTFIELD, Ma LI
Input lile|f’u2.-"|ive.-"import.-’import_lkppmove.DD1 &l
Input file I &I

I Use multi jurisdiction

IEITY-EITY OF WESTFIELD
¥ Wake property inactive

Cefine assessment import parameters.

A

11. Press W or Enter to complete.
12. Click Process to import the data.
13. When the import is complete a dialog showing the number of parcels records process should appear. When it

x|

293 parcel records processed

14. When the print Dialog appears:

ol
—Output type
€ MUNIS printer File namne: IPPFYDQQ4IHP
" Local printer Comment: Creates a MUMIS spool file retrievable from Spoal File Maintenance.
& File “'oumay accept the default or enter your own file name.
 PDF
£ Display
—Options
Copies I il I | ¥ |
4/17/2012

Assessing system:
VISIN2-VISIN PP

Formatting Option:
WE-WESTFIELD MA

Input File:

If on the server, enter the path

and file name, such as

“lu2/live/temp/VP2008Q2.DAT”,

or use the magnifying glass to

select the file.

Multi Jurisdiction: Not

Checked

Jurisdiction code:
CITY-CITY OF WESTFIELD

Make parcels inactive:

Checked

does: Note the number of records and click the OK button to
continue

¢ Select File
¢ Set File name to PPFYxxQ2IMP,
where xx = fiscal year
15. Click the OK button to spool the file.
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Step 7 Update Owner

1. From Property Revenue

¢ F—Property Tax Billing

B — Massachusetts

O
¢ E - Collection processing
¢  C - Bill General Maintenance

™ Tax Bill General Maintenance - MUNIS [CITY OF WESTFIELD]

My Fil= Edit Tools Help

=10l

lvx[s=a(usaERY >R I1SPEEI[S o[t

Cattvear/Bil[ | [

Property I

LCustomer kaint

License black

Owrer of record I

I jv

Collection status I

(etizs | Bill type | =l
Mass date change: |
Location Update | l]wnerl l Address no I [ Update al
Owner Update | :
Owner of Record | I
Parcel inquiry | I
Special Cond | I I
Third Party Adr |
Location I I I
Yiew Audit | Town/Prec I—
Bill status | =l Driginalbil |
01d bill | Unpaid balance |

Creation datel

LIRN

0of 0

o ||

IMaintain customer addresses,

o,

2. Click “Owner Update”
3. Click Define

R=F
My File Edit Tools Help
lvX[ésmaqaas R0 Xk 1SE[EEI[Ca]t B
ﬂl Tax year langelm to IW
AR category IBoth j
I

Bill type
PFrocess | B I

Bill headers selectedl 238 Bill headers updatedl ]

Select Bill Header records fior update.

4, Confirm or set the follow fields:

¢  Tax year range: Current Fiscal Year to Current Fiscal Year

¢ AR category: Both

4/17/2012

Page 13 of 15




¢ Bill type: Blank

5. Press 174 or Enter to complete.

6. Click Select

7. Click Process

x|| 8. When Print dialog appears Select File and set file name to
OWNUPFYxxQ2, where xx = current fiscal year

9. When “PROCESS update” dialog appears, click “Yes”

‘_!2 238 record(z] will be updated. PROCESS updats?
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Step 8 — Generate Mag Media

1. From Property Revenue
¢ F — Property Tax Billing
¢ B - Massachusetts

¢ C— Assessor Processing Reports
¢ M — Preliminary Taxes Menu
¢ F —Preliminary Bill Print

2. Click Define

3. Confirm or set the follow fields:

¢ Tax Year:

[ Preliminary Tax Bills - MUNIS [CITY OF WESTFIELD] B [=] 3] Current Fiscal Year
My File Edit Took Help ¢ AR category:
IPEIE H#wERD ¥R O 8EEE DTt 0| 20 - Real Estate
7 [ ¢ Bill Period:
Qommentsmml AR categony |20 - Real Estate ‘I Second quarter b'"
pove | ¢ Output format: Export
= Biling Period Second quarter bill e Calc due now and interest to date 11/01/2010 i!zi! flle
_§el—acl| Output format Export fils > I~ Ot exempt properties with 2210 balance F”'St Am er|Can export
Selective Dutput | Bill farm ,ﬁ I™ Include delinquencies Not Selected
I First Asmeri UB delinguent date i .
Single E\I\Defaultsl "S;I::a'::” e’i””" ! Rep(_)rt installment:
Report installment | 2nd Instaliment ¥ an InSta”ment
Scan format 1-MUNIS STANDARD ¥ Scan format'
1 - MUNIS STANDARD
Bill amount range | 0 o[ 9399999999 Calc due now and
e o a— interest to date:
Zip code | tn |zzzzzzzzzz From CO”eCtOF (Typ'ca”y
Name: I lo |2zereeezeererazeeeze Day before F"’St ate
Bill fumber | 1 o 33333339 Date)
Service Company Include &l Service Companies 'l Omlt exem pt
Service Compary [ | properties with zero
= I balance:
Not Selected
Bills selectad 13,144 H H .
Bills printed 'W :\Tgtl Lédelee((j:teelzjnquenCIes
Frint al t form. i .
TEQ s?:égur;?\zn'b(p:gjwﬂﬂ? has been created — 13,144 page(s), [ 7 BOI::-I targg Ugngtgr ggg egg
. (0] , , .
¢ Sequence by: Zip Code
¢ Zip coderange: {blank}to zzzzzzzzzz
¢ Service Company: Include all Service Companies
4. Press ¥ or Enter to complete.
5. Click SELECT.
6. Click the Iml icon to spool the file.
7. Note the totals and file name that's displayed when the process completes.
8. Repeat steps 2 — 6, substituting 25 — Personal Property in the AR category field during step 3
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MUNIS Third Quarter
Real Estate &
Personal Property

(FY2011)



NOTES: The drive letters of the transfer and city share drive are arbitrary and may differ between
PC'’s.

Because of restriction on email attachment, if the file in zip format the extension is likely to have been
changed to something else, such as .PIZ, .ZZIP, or the sender initials. To use these file, save them and
change the extension back to .ZIP. You may the extract the files from the as you would normally.

There is no particular naming requirement for the real estate and personal property files, but there be a
need to rename the files, The new name should be as consistent and descriptive as possible. Itis
recommended that a format such as WRxxxxQ3.DAT for the real estate file, WPxxxxQ3.DAT for the
personal Property file, where xxxx is exchanged for the fiscal year you are working on, be used. For
example, the Vision Import files for Fiscal Year 2008 would be VR2008Q3.DAT and VP2008Q2.DAT.
The format nmay be whatever is most convenient, but should always include what it is, such as “V” for the
vision import or “W” (as ins Westfield) for the magnetic media file, what Fiscal Year it is, such as “FY2008”
or just “2008”, and the quarter it's associated with, such as “Q3” in this case.

As with the filename, there is no requirement where the files should be saved, but they should be in a

place that is easily located and accessed to everyone involved on the computer center portion of the bill
run. Typically this is either in the Computer Center share or the Transfer folder.
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Third Quarter Tax Billing Check List

Step Date Done Description Responsible
1 Real Estate & PP Information from Collectors Collector
2 Tax Parameter Maintenance — Updated Computer Center
3 Tax Year Parameter Maintenance — Updated Computer Center
4 Check Data on Screen Dumps Collector
Need ok to continue.
5 Tax Charge Codes Setup/Updated Collector
6 Exception/Discount Codes Setup/Updated Assessor
7 Set Status in Actual Tax Menu Computer Center
8 Create VISION2 export file Assessor
Import VISIONZ file — RE & PP
9 (current Updated) Computer Center
Print & verify LA-4
& Need ok to continue. REEEEETT
Import VISIONZ file — RE & PP
11 (Tax Updated) Computer Center
NOTE: BID Charges May now be enter
Parcel F/IM & PP F/M
12 Need ok to continue. Pzl
Preliminary/Actual Inconsistencies
13 . Assessor
Need ok to continue.
Change Status in Actual Tax Menu
14 (to “Preliminary Bill” Status”) Computer Center
15 Utility Lien Process ?
Change Status in Actual Tax Menu
16 (to “Actual Bill” Status) Computer Center
P . S -
17 _Run lienint.sql §cr|pt to add the 10% committed Computer Center
interest to the liens
18 Enter G&E Liens Assessor (Pat)
Confirm BID charges have been entered .
19 Need ok to continue Assessors (Lisa M)
Apply Special Assessments
U Need ok to continue REERer (FaEy)
Stop here if tax rates have not been approved by the state
21 Tax Calculation Computer Center
29 Assessor checks file ASSESSOr
Need ok to continue
CPA
= Need ok to continue REEEEETT
Preliminary Commitment Book - Proof
24 Spooled and printed to Auditor Computer Center
o5 Assessor checks proof ASSESSOr
Need ok to continue
WARNING — BEYOND IS THE POINT OF NO RETURN
Preliminary Commitment Book — Final
26 Spooled and printed to Auditor Computer Center
27 Generate A/R Computer Center
Payment Redistribution
28 (report sent to Auditor) Computer Center
Tax Bill General Maintenance
29 Run Owner Update1 Computer Center
30 Assessor and Collector check b||_||ng data Assessor/Collector
Need ok to continue
31 Create Mag Media File Computer Center
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Step Date Done Description Responsible
Retrieve Mag Media File From Server (FTP)
32 ) IC;:(esate bid/90 warning version of the file for Computer Center
e Create Zip File
33 Create RE & PP CD'’s Computer Center
Email Zip Version as requested from the Collectors
34 office — Refer outside requests to the Collectors Computer Center

Office

"This may be a redundant step. In the past there have problems with the Assessor office doing a manually parallel
update of customer information between vision and the tax data. The general recommendation has been make to
customer information changes only in vision and to update them during the RE/PP Bill runs. In current
documentation of the initial vision import, the option to update the customer information in tax is not applied when
and where it logically seems it should be, which during the initial import. Further conversation with Munis support
will determine what the proper sequence, for what we want to do, is.

4/17/2012
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Step 1 — Preparation

1. Send “Real Estate & PP Information from Collectors”

Step 2 — Tax Parameter Maintenance

1. From Property Revenue
¢ F —Property Tax Billing
¢ B - Massachusetts
¢ B — Assessor Auxiliary Program
¢ A —Parameter F/M

2. Click on the D’Update icon.

[¥] Tax Parameter Maintenance - MUNIS [+* TRAINING DB Sat Jan 03 ##] =18

iy File Edit Tools Help

lvx[éseazaa R *[RREE[EE I ][C o]t @]

General I Bill | Collection | Field Definitions | Parcel Dizplay |
—Addr

Town code |329

Name |EITY OF wWESTFIELD

Address  [59COURT 5T

Zip ID‘I 085

City/S5tate IWESTFIELD IM.Q
County |HAMPDEN
—fzzessor information —Financial contrals
Aszessor |BEIAF|D OF ASSESSORS Update GL? v RE/FF W
Agzeszment as of I m I o RE AR code IHEAL -RE TAXES j
Current aszessment yeall 2009 FF AR code |F'P - PERSOMAL j
My AR code  [MY - MOTOR VEH |
— T ax control: —Auditing

Mext PP ID I—M ¥ Customer

Hext abatement number RE/PP IW MY W ¥ Real estate
Hext adjustment number IW |+ Perzonal property
Hext zplit/merge |—1 ¥ Motor vehicle

Rounding RE[ 100 PP [ 100 Mv 10 ¥ Abatement

Yiew audit records, feed
o "Help" data found For this Field. A

3. On General Tab:
¢ Check that the Current Assessment Year matches the tax year from the “Real Estate & PP Information
from Collector” form.
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4. On the Bill Tab Make sure
O Minimum bill amount = .01
O Bill comment 1 = “ISSUED XXXX DUE YYYY” where XXXX is the used date and YYYY is the due data as
defined on the “Real Estate & PP Information from Collectors” form.
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5. On the Collection Tab:
¢ Current collection year = Current Assessment Year from “Real Estate & PP Information from Collector”
form.

6. Click on ¥ to finish
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| Step 3 — Tax Year Parameter Maintenance

1. Process Notes:

Example Dates

Issue date 07/01/02 due date 08/01/02
Issue date 10/01/02 due date 11/04/02
Issue date 12/31/02 due date 02/03/03
Issue date 04/01/03 due date 05/01/03

Print Date and Date First Due are the same

[m] Tax Year Parameter Maintenance - MU

My File Edit Tools Help

lvx[szanaERY ¥ RESEEE [T o[+ A

Yearl 2003 AR category I 20 I Frocess status I 1} El

Eenalty Options | Cycle/Comm I 0 Desc I

General Parameters Ilnstallments I

Tax year [07/01/2008 14| to [06/30/2009 117

Bill pe ]

Inztallment method |2 - Preliminaryductual

I|

Tax calendar status |3 - Actual

-]

Frelim cale method |2 - Bzgezsment * Rate

|

W Include exempt

[~ Special assmt instmts

Yaluation factor I 1000

Waluation percent 100.00

i

Mext original bill [ 13840
Mext subsequent bill lw
Next MY decal number I—D

Mest commitrent page |—1

Max exemption percentage
MY minimum tax
MY minimum sbatement

Fezidential percent

N

Ave azsmt ratio 1.0000

Lll“ 1 af 2

o |l

4/17/2012

From Property Revenue

¢ F — Property Tax Billing

¢ B — Massachusetts

0 B — Assessor Auxiliary Program
¢ B - Parameter F/M

Click on the binoculars!M search
tool, enter the Tax Year (see

collectors form) and then v or
press enter. Two records should be
found, on for Real Estate and
another for Personal Property.

On the AR Category 20 Record
(Real Estate) General Parameters
Tab:

¢ Set Tax calendar status to 3
O Select Special assmt Instmts
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=l0lxj] 5. On the AR Category 20 Record
(Real Estate) Installments Tab:

Il | @ [ s ¢  Check dates from collectors
form.
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4/17/2012

-loix|| 6. On the AR Category 25 Record

(Personal Property):

¢ Set Tax calendar status
to3

¢ Deselect Special assmt
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4/17/2012

—loixl 7. Onthe AR Category 25 Record

(Personal Property) Installments

Tab:

¢ Check dates from collectors
form.
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Step 4 — Check Changes — HOLD POINT

The Collectors office confirms that all the parameters are set correctly.

| Step 5 — Tax Charge Codes — HOLD POINT

The Collector set the tax charge codes.

\ Step 6 — Exception/Discount Codes Setup/Updated

The Assessor’s Office creates and/or updates exception and discount codes

| Step 7 — Set Status in Actual Tax Menu

NOTE: Make sure Steps 5 and 6 are completed before this step. It cannot be changed.
It is ok to continue with dummy rate set.
OK to proceed with dummy rates.

RI=

My FEle Edit Tools Help

lo X[ & =@]=ac[BD X&) »

From Property Revenue

¢ F — Property Tax Billing
¢ B — Massachusetts
0
0
¢

C — Assessing Processing & Reports
N — Actual Tax Menu

A — Set Status
Tan pear | 2003 2. Click Define and set or confirm the following:
Activate AR categur}llEDth LI ¢ Tax Year : Fiscal Year

¢ AR category: Both
3. Click the Activate Button

Define the parameters Far reactivation. VR
v

| Step 8 — Create Vision Export File

The Assessor’s Office creates two export files, one for real estate and another for personal property and they send
it to the computer center. It may also be sent on a CD or placed in the city share folder.

| Step 9 — Import Vision?2 files

1. From Property Revenue
¢ F — Property Tax Billing
¢ B — Massachusetts
¢  C — Assessor Processing Reports
¢ A —Import RE Cama to Munis
2. Click Define
3. Set or confirm the following:
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[ Import RE CAMA to MUNIS - MUNIS [** TRAINING DB o ]

My File Edit Tools Help

vx[r2an(acB0 ¥R IEDEEI[Sa]t

Assessing spstem [\/ISINZ - VISION CAMA V2K |
Formatting option ['wE - WESTFIELD, MA =l

Input file [include full palh]Ia"u2a"livex'imp0rt;"import_tkremove.DD1

Input file [values) I

LIL L2l

Input file [unit/condo) I

I~ MultiJurizdiction
Jurnisdiction code CITY-CITY OF WESTFIELD ;I

¥ Multi Rate

Residential charge IHEAL-H-HESIDENTIAL RE&L ESTATE Tax
Open charge IHEAL-H-HESIDENTI.&L REAL ESTATE TaAx
Commercial charge IHEAL-C-CDMMEHCIAL REALESTATE Thx
Industrial charge I REAL-C-COMMERCIAL REAL ESTATE ThxX

Led Lefled Lo

—Update

= Taxyear v Move curent values

£+ Current ¥ Move curent owner names
" Both [V Make parcels inactive
 Fubure

IMove current cwner names

OYR.
A

<

Assessing system: VISIN2-VISION CAMA Y2K
Formatting Option: WE-WESTFIELD
Input File: Click the magnifying glass to select the file on drive it's on, and it will automatically
transfer to Munis and put the correct path in the field. al |
Multi Jurisdiction: Not Checked -
Jurisdiction code: CITY-CITY OF WESTFIELD
Multi Rate: Checked
Residential charge: REAL-R
Open Charge: REAL-R
Commercial charge: REAL-C
Industrial charge: REAL-C
Update: Current
Move current values: Checked
Move current owner names: Checked
¢ Make parcels inactive: Checked
4. Press "4 or Enter to complete.
5. Click Process to import the data.
¢ When the import is complete a dialog showing the number of parcels records process should appear. When
it does, note number of parcels, and click the OK button to continue
6. When the print Dialog appears:
¢ Under Output type select File and enter a filename:
0 Itis suggested that you use a file name in the format reimyyyy.q3 where yyyy = the fiscal year
¢ Click OK

<SS <O

ST T T T T T O
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7. From Property Revenue
¢ F —Property Tax Billing
¢ B — Massachusetts
¢ C — Assessor Processing Reports
¢ B —Import PP Cama to Munis

8. Click Define
9. Set or confirm the following:
=lolx| 0 Assessing system:
HMY E"Efd“ ID”'SIHE‘7 l Eoag BRI VISIN2-VISIN PP
¢ Formatting Option:
P WE-WESTFIELD MA
e Output formatting [WE - WESTFIELD, Mé =l <> Input Flle
Select the magnifying glass to select _i[ |
"n":u“t'm'e“E:D‘EE"””"‘S“WE’"‘WW"—‘*WW-°°‘ j the file on drive it's on, and it will -
automatically transfer to Munis and put the
R correct path in the field.
[CITYCITY OF WESTFIELD = ¢ Use multi Jurisdiction: Not Checked
[Z] oke ety nsctive ¢ Jurisdiction code:
Process asssssrrent import - CITY-CITY OF WESTFIELD
The spool file PPIN2011Q3C" has been created -- 13 page(s). Y

¢ Make parcels inactive: Checked

10. Press ¥ or Enter to complete.
11. Click Process to import the data.
12. When the import is complete a dialog showing the number of parcels records process should appear. When it
does:
¢ Note number of parcels
¢ Click the OK button to continue
13. When the print dialog appears:
¢ Under Output type select File and enter a filename:
¢ Itis suggested that you use a file name in the format reimyyyy.q3 where yyyy = the fiscal year
¢  Click OK
14. Contact Assessor’s Office
¢ Confirm that it ok to print to the assr2_pm printer
¢ From Spool FM, select file created in previous step, select printer, and print.
15. NEW OPTION: Transfer spooled files to holding directory on “Transfer”, format and convert to PDF, email out

[ Step 10 — Print & Verify LA-4 — HOLD POINT

The Assessor’s office prints and verifies LA-4. Wait for their OK to proceed.

\ Step 11 — Import Vision2 files — Tax Update

1. From Property Revenue
¢ F —Property Tax Billing
¢ B — Massachusetts
¢ C — Assessor Processing Reports
¢ A —Import RE Cama to Munis
2. Click Define
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3.

ook

=1olx|
(G o [* @)
Assessing system [VISINZ - VISIDN CAMA Y2K |
Process | Formatting option IW’E -WESTFIELD, Mé ;l
Input file {include full palh]I.-’u2.-"Iive.-"import.-"import_txremove.DD2 ll
Input file [values] I _|
Input file [unit/conda] I _I
™ MultiJurizdiction
Jurigdiction code CITY-CITY OF WESTFIELD ;I
[ Multi Rate
Residential charge IHEAL-H-HESIDENTIAL REAL ESTATE Tax ;l
Open charge IHEAL-H-HESIDENTIAL REAL ESTATE Tax ;l
Commercial charge IHEAL-E-EDMMEHEIAL REAL ESTATE Tax _'I
Industrial charge |F|EAL-E-EDMMEF|EIAL REAL ESTATE Tax _;‘
—pdate

& o jear W Move current values
€ Current [T Maove curent owner names
€ Bath ¥ Make parcels inactive
€ Fture

Cefine assessment import pararmeters, e

4

Set or confirm the following:
¢ Assessing system:
VISIN2-VISION CAMA Y2K
¢ Formatting Option: WE-WESTFIELD
Input File:Click the magnifying glass to select the file on drive it's on, and it will _i[ |
automatically transfer to Munis and put the correct path in the field.
Multi Jurisdiction: Not Checked
Jurisdiction code: CITY-CITY OF WESTFIELD
Multi Rate: Checked
Residential charge: REAL-R
Open Charge: REAL-R
Commercial charge: REAL-C
Industrial charge: REAL-C
Update: Tax Year
Move current values: Checked
Move current owner names: Not Checked
¢ Make parcels inactive: Checked
Press ¥ or Enter to complete.
Click Process to import the data.
When the import is complete a dialog showing the number of parcels records process should appear. When it
does, note the number of parcels and Click the OK button to continue
When the print Dialog appears:
¢ Under Output type select File and enter a filename:
¢ Itis suggested that you use a file name in the format tximyyyy.q3 where yyyy = the fiscal year
¢ Click OK
Contact Assessor’s Office and confirm that it ok to print to the assr2_pm printer
O Set the printer to assr2_pm
¢ Click the OK button print the file.

<

ST T T T T T O
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‘ Step 12 — Parcel F/M & PP F/M — HOLD POINT

Wait for Assessor’s office OK to proceed.

\ Step 13 Preliminary/Actual Inconsistencies — HOLD POINT

Wait for Assessor’s office OK to proceed.

\ Step 14 — Change Status in Actual Tax Menu

(M) Tax Year Parameter Maintenance - MUNI

My FEile Edit Tools Help

Ivx[BaxuacR0 R ISEEEI [ So* @

Cycle/Comm I 0 Desc I

Yearl 2003 AR category I 20 I Process status I 0 El

General Parameters Ilnstallments |

Tax year [07/01/2008 jig to|06/30/2009 pig

Bill type: [

Installment method |2 - Preliminarysfctual ;I

Tax calendar statuzs |2 - Preliminary Third Quarter LI

Prelim cale methad |2 - Azzessment * Rate ;I
¥ Include exempt VYaluation factor IW
™ Special assmt instmts Valuation percent 100,00

Hext original bill I 13840 ax exemption percentage:
Mext subsequent bill I 300000 b minirnum tas

Mext MY decal numberl i] Y minimum abatement

Mext commitment page I 1 Fiesidential percent

Ave agsmt ratio

T

T S T Y=

Cvile description.

4/17/2012

From Property Revenue

¢ F —Property Tax Billing

¢ B - Massachusetts

¢ B — Assessor Auxiliary
Program

¢ B -Tax Year Parameter F/M

Click on the binoculars!ﬁ search
tool, enter the Tax Year (see

collectors form) and then v oor
press enter. Two records should be
found, on for Real Estate and
another for Personal Property.
On the AR Category 20 Record
(Real Estate) General Parameters
Tab:
¢ Set Tax calendar status to

2 — Preliminary Third Quarter
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[l] Tax Year Parameter Maintenance - MUNIS [** TRAINING

My File Edit Tools Help

=1alx|

X[+ Ba s 3D ¥R ISHEEI[Coalt @

Year I 2003 AR category

I 25 I Process status I_D El

I 1} Desc I

Cycle/Comm

General Parameters Ilnstallments I

Tax year [07/01/2008 1 to|06/30/2009 g

Bill type

|

Installment method |2 - Preliminary./4.ctual

=l

Tax calendar status |2 - Preliminary Third Quarter LI

Prelim cale method |2 - hzgezzment * R ate

|

¥ Include exempt

[ Special assmt instrmts

Yaluation factor I 1000
Yaluation pementl 100.00

Hext original bill 304

Mest subzequent bill I 300000
Mext MY decal numberl 1}
Mext commitment page I 1

Max exemption percentage I—DD
—
—
—

MY i tax
MY minimum abatemert
R esidential percent

Avwe azemt ratio

I 1.0000

Zz of 2

IR

2 n|mE

‘Cycle description.

o,

On the AR Category 25 Record (Personal
Property):
¢ Set Tax calendar status to
2 — Preliminary Third Quarter

| Step 15 Utility Lien Processed — HOLD POINT

Wait for Utility liens to be processed -

4/17/2012
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| Step 16 — Change Status in Actual Tax Menu

1. From Property Revenue
¢ F —Property Tax Billing
¢ B — Massachusetts
¢ B — Assessor Auxiliary Program
¢ B -—Tax Year Parameter F/M

2. Click on the binoculars!M search tool, enter the Tax Year (see collectors form) and then v or press enter.
Two records should be found, on for Real Estate and another for Personal Property.

3. Onthe AR Category 20

[lll] Tax Year Parameter Maintenance - MUNIS [* ;|g|5| Record (Real EState) General

A AR EE e e Parameters Tab:

to 3 - Actual

Yearl 2003 AR category I 20 l Process status I 0 E‘F"l
Penalty Dptionsl Cuele/ Connrn I 0 Desc I

General Parameters Ilnstallments |

Tax year [07/01/2008 17| to [06/30/2009 17|

Billype [~ ]

Installment method |2 - Preliminary/Actual ;I

Tax calendar status |3 - Bl =l

Prelim zale method |2 - Assessment * Rate ;I
¥ Include exempt Yaluation factor IW
[~ Special assmt instmts Yaluation percent IW

Hext original bill IW hd.ax exemption percentage I—DD
Mext subzequent bill Im A% minirnum tax I—EIEI
Mext My decal numberl—ﬂ b minimum abatement I—EIEI
Mext commitment page I—‘I Fiesidential percent I—EIEI
Aye assmt ratio IW

TN e T Y
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4. On the AR Category 25 Record (Personal Property):
¢ Set Tax calendar
status to 3 - Actual
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| Step 17 — Run lienint.sql script to add the 10% committed interest to the liens

1. Log into graphical interface (CTRL/ALT/F2)

2. Double click the edit icon
3. from the file menu, select o[en
4. Scroll down the directories window and double click on temp or //temp
5. Double click on //temp/tax
6. Scroll down the files window and double click on lienint.sql
7. Using the mouse/arrow keys, edit the tax year
8. From the File menu, select Exit — Click Save when prompted
9. Exit the graphical interface
10. Go to the character interface (CTRL/ALT/F5) and log in a root.
11. Type: . genmunis (dot space genmunis) or if in training: . gentrain
¢ you will get the message “can not connect to GUI. It is ok to continue.
12. type env and pres Enter to check the environment

¢ Make sure IMPORT is IMPORT =/ut/live/limport or IMPORT =/u3/train/import
13. Type cd /temp/tax (there is a space after “cd”) and press Enter to change to the correct directory
14. Type dbaccess and press Enter
15. Press enter of Query_language
16. Press Enter ofr Select Database (munis@munis)
17. Type C or c to choose script — You do not have to press Enter
18. Using arrow keys, highlight lientint and press enter
19. make sure txsa_yr =2006 shows the you just put in (current tax year)
20. Type R or r to run at the SQL: prompt — You do not have to press Enter - This will unload the database table
21. Type E ore to exit until you get back to the # prompt — You do not have to press Enter
22. Type exit to log out
23. Go back to graphical interface

| Step 18 — Enter G&E liens

Assessor’s Office to enter the G&E liens — Pat

| Step 19 — Confirm BID charges have been entered

Assessor’s Office to confirm that entry of the BID charges is completed — Lisa M

\ Step 20 — Apply special assesments

Assessor’s Office to apply special assessments — Patsy
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| Step 21 — Tax Calculation

If preliminary bill have been abated, Munis
automatically reverses them and you will need to

1. From Property Revenue )
0 F — Property Tax Billing Note: Batch Name must be Unique
¢ B - Massachusetts
¢  C — Assessor Processing Reports
0 N-—Actual Taxes Menu run this step a second time.
¢ H-Tax Calculations

2. Press Define

3. Set or confirm the following

_ioix

My File Edit Tools Help
lvX|steaxacBD ¥R 1SEEE [ o] @)
AR categorny IEoth LI
Process | Froperty tope ITa:-t LI 4.
Adjuztment reverzal batch IADHEH 5.
Abatement reversal batch IABHB'I 6.
—Real estate Personal property 7.
Properties to calculate I 0 Properties to calculate I 0
Erors I a Erors I 1]
Properties calculated I 0 Properties calculated I 0
Define the tax calculation parameters., AR 8.
4

[M] Tax Bill Detail Maintenance - MUNIS [CITY OF WESTFIELD]

My File Edit Tools Help

=gl

JvX[semnuac[RD * b 1 8E[WMEI[Snb 0

a second time.

el I AR category[ 20 Year| 2003 Bill 12231 Cycle| 000
Dutput-Past |

Button

Property ID |UZEUUUUZUUUUU

Oviner 131936

Entry date  |124171/2008
Clerk I|Dhnb Reversal IY_

SULLIMAN WESTFIELD PROPERTIES GROLP, LLC

10. On the Tax Bill Detail
Maintenance — Post
dialog, set or confirm

Adjustment number 107052 <
Batch 4DRBO3
ADJPRE -..| ADJUST PRELIMINARY

12/11/2008 L

Status M- Mew -

Reason

Effective date

the following:
¢ Print sequence:
Name/Reference

¢ Use posting date
as GL Effective
Date: Checked

11. Press (74 or Enter to

Valuation change i
Exemplion change i
ALdjustment amount 42.099.75

complete

Memﬂl
IReversaI of adiustment 106388

TR e P

Maintain tax bil charges.
You are currently ak the beginning of the record set.

4/17/2012

b

O Property type = B — Both

¢ Process =T - Tax

¢ Adjustment reversal batch
= ADRB

¢ Abatement reversal batch
= ABRB

Press v or Enter to complete.
Click Process

In the Output dialog set printer
name to bulk_pm and click OK
Note: Will show numbers of
records in “properties to
calculate” and flash number in
properties calculated. Report
should show no errors.

If the “Adjustment reversal
records have been created..”
dialog appears, click Yes.

NOTE: If this dialog appears, once the “Tax
Calculation” step is competed you will need to run it

9. On Tax Detail Maintenance, Click the Output Post

[M] MunIS (Extxcalc) X|

Adjuztment reverzal records have been created
it batch: ADREBO3.

!) Do pou want to post these records now?

Mote: after posting, the tax calculation
will need to be re-run.

[¥] Tax Bill Detail Maintenance - P

File Edit Tools Help

I X[ % B@[=[#[R0»

=10/

Print sequence

{~ Reference

Posting date
12/11/2008 Iz
¥ Use posting date as the GL effective date

O R

Print seguence by Reference or by Mame/Ref
A
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12. When the print dialog appears:

i

—Dutput type
" MUNIS printer File: name:lfDQquost_Dl
" Local printer Comment: Creates a MUMIS zpool file retrievable fram Spoaol File Maintenance.
& Filat Y'ou may accept the default or enter pour own file name.

— D ptiohs
[~ Landscape Eopiesl 1 llil
ak. | Caticel |
x|[ 13. Click Yes Button on “No errors detected.

_ Post these adjustments?” dialog.
!/ Mo emors detected. Post these adjustments? 14. Click OK on “Post Comp|ete” dia|og_

Under Output type
select File and enter a
filename:

It is suggested that you
use a file name in the
format taxcyyyy.q3
where yyyy = the fiscal
year

Click OK

@Posting Complete

l) Posting iz complete.
— -

X

Step 22 — Assessor Check File

Assessor’s Office to confirms contents of tax file

| Step 23 — CPA

Assessor’s Office to apply cpa

4/17/2012
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Step 24 — Preliminary Commitment Book - Proof

You will need to run this process twice. Once for real estate and a second time for personal property
1. From Property Revenue

¢ F — Property Tax Billing

¢ B — Massachusetts

¢  C — Assessor Processing Reports
¢ N —Actual Tax Menu

¢ J—Commitment Book

2. Click Define

[®] Commitment Book - MUNIS [CITY OF WESTFIELD] =lalxll 3. Confirm or set the follow fields:
Wy Bie Edit Tooks Help : ¢ Tax Year: Current Tax year .
v X] [ REo&d EE ] 0 AR category:
—Drata Option: Report Optior . .
Dehng Tax year 20m Exempt properties I - Include ¥ FIrSt paSS 20 -Real EState
—— | AR category |20 - Real Estate e ™ Include unposted credits SeCOnd paSS 25 —PerSOnaI Property
- P'_I e R et — 0 Final version with bill numbers:
relim Ovwerbill Detal Report I - Exclude -
. Not Selected
™ Final version with bill numbers Owner information Im
Rl — ¢ Exempt Properties: | — Include

¢ Included unposted credits: not selected
¢ Include 61 A/B Credits: not selected
¢ Prelim Overbill Detail Report: E — Exclude
¢ Owner information: R - Owner of Record
Conmentnes| O Include other owner: not selected

J ¢ Sequence by: N — Name
¢ Selected from: ___ to (25 “2")

—Sorting/Grouping O ptior:

Sequence by [M - Name -

Select from I

to Izzzzzzzzzzzzzzzzzzzzzzzzz

[~ Summary totals by letter

i~ Comment

—Adjustment Record O ption

Baich ¢ Summary totals by letter: not selected
Resson Coce| = 0 Comments: blank

¢ Batch: blank
i‘l;dl—l_g st - 0 Reason Code: blank

4. Press ¥ or Enter to complete.
5. Click Select
6. Under File select Output

Define the selection criteria for the Actual Commitment Book.

(04F
v

7. Under Output type select File and enter a filename:

¢ Itis suggested that you use a file name in the format repcmyyyy.q3 for the real estate proof, or
ppcmyyyy.q3 for the personal property proof, where yyyy = the fiscal year, so for example the name for FY
2010 would be repcm?2010.93 or pppcm2010.93
8. Click OK

Remember that this step needs to be done twice. Once for real estate and a second time for personal property

After you have completed to passes of this step:

1. From Dept select Spool F/M

2. Find the two spooled files that were created in the previous steps and print the first 50 and then the last 2 of
each. Call the Assessor’s office 6204 (Patsy) and get their ok before printing to their printer (assr2_pm)

3. Copy the files from the /u2/live/spool folder the appropriate holding folder on the “Transfer” drive

| Step 25 — Assessor Checks Proof

Assessor’s Office checks proof — Need OK to continue.
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Step 26 — Final Commitment Book

You will need to run this process twice. Once for real estate and a second time for personal property
1. From Property Revenue
0 F — Property Tax Billing Note: Procedure if errors are detected need to be
0 B - Massachusetts added... next run?
¢  C — Assessor Processing Reports
¢ N —Actual Tax Menu
¢ J—Commitment Book
2. Click Define

[ Commitment Book - MUNIS [CITY OF WESTFIELD] _igjx|| 3. Confirm or set the follow fields:
My Eile Edit Took Help 0 Tax Year:
lvX[dBalxaasR0 X RESQME 0| w|t: @ Current Tax year .
—Data Optiohg—————————————————————  —Report Dptian <> AR c ateg 0 ry:
Tax year 201 Exempt properties | - Include 'I - .
- AR category |26 - Personal Property ~ I™ Include unposted credits FI rSt pass' 20 -Real EState
_ e | I Ik 61)A/B cresls Second pass: 25 —Personal Property
Frelim Overbill Detail Report E - Exclude 'I <> Exem pt Pro p ert'es
[ Final versior with bl numbers DOwner information R - Owner of Recard = | | — Include
™ Inciude other owner . B . .
¢ Final version with bill numbers -

—Sorting/Grouping O ptiah:

Sequence by [N - Mame s SeIeCted
Select from I lnIzzzzzzzzzzzzzzzzzzzzzzzzz <> |nC|Uded UnpOSted CredItS. nOt Selected
F¥] Summay tetls by leter ¢ Include 61 A/B Credits: not selected
- Commernt ¢ Prelim Overbill Detail Report: E —
Comment Imes: EXCI Ude
¢ Owner information:
—Adiustment Record Option:
bk [ R - Owner of Record
Fieason Code [ADJPRE - ADJUST PRELIMIMARY = ¢ Include other owner: not selected
¢ Sequence by: N — Name
Selected] 0 Lest bl rumbs 0 ¢ Selected from:
Frirted | 0 to (25 “Z”)
¢ Summary totals by letter: selected
Define the selection criteria for the Actual Commitment Baok. @ O Comments: blank
4

¢ Batch: Enter unique batch name
¢ Reason Code: “ADJPRE-ADJUST PRELIMINARY”

4. Press ¥ or Enter to complete =10l
5. CI k S I t ’ My File Edit Inols Help
. Click Selec lvX seramaE 30 xR 8L MEI]S o] Q)
6. Under File select Output
7. Under Output type select File and enter a filename: BT [ Yom| T Bl W Cyck] 000
¢ Itis suggested that you use a file name in the format Duipuiros |
repcmyyyy.g3 for the real estate proof, or ppcmyyyy.q3 for Fropeny 1D [053R0BER0088
the personal property proof, where yyyy = the fiscal year, so Dwnsr [ TBSIZ AVERY.RUTHE
for example the name for FY 2010 would be refcm2010.93 E e ||‘2”2f2009 o
Clerk iohnb Reversal M
x or ppfcm2010.q3
Adjustment records have been created 8' On “Do yOU Want to pOSt the )
;‘} tar Prefiminary Overbilled Bills in batch: femat309. records dla|Og", CIICk YeS :dilu:l"le"l number I' IEDBTUTD% +
' Do pou want to post these records now? . . . A I':mq
! i 9 Qn the Tax Bill Detail Maintenance N OTAE ] ADIUST FRELMINARY
to dialog click the “Output-Post” Effective date 12n2/2008 [
Button X Status IN -Mew =
-ig=| 10. Onthe “Post” dialog
Flle Edit Tooks Help 0 Set Print sequence to Valustonchange [ 0
J-l"/ x I % [ @j' I o) é:l I: > “ q ” Exemption change I a
Name/Reference )
« . Adjustment amount IW
Pink seaence ¢ Select “Use posting date the GL
# GEREE effective date”
& IName/Relerence! v Mema [
¢ Press or Enter to complete [
Posting dete 11. On the Output dialog, Under Output
B type select File and enter a filename: W T ren ] =l
[ Use posting date as the GL effective date
Maintain tax bill charges, W
Print sequence by Reference or by Mame/Rel &
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¢ Itis suggested that you use a file name in the format rfcmpyyyy.q3 for the real estate proof, or
pfcmpyyyy.qg3 for the personal property proof, where yyyy = the fiscal year, so for example the name for FY
2010 would be rfcmp2010.93 or pfcmp2010.93

¢ Click OK
x|| 12. On the “No errors detected. Post these adjustments?” dialog x|

click “Yes”
13. On the “Posting is complete” dialong, click “OK”

.
_! /J Mo emors detected. Post these adjustments? _l/' Posting iz complete.

After you have completed to passes of this step:

Remember that this step needs to be done twice. Once for real
estate and a second time for personal property

1. Find the two spooled files that were created in the previous steps and copy files from the /u2/live/spool folder

the appropriate

Step 27 — Generate A/R

1. From Property Revenue
¢ F —Property Tax Billing
¢ B — Massachusetts
¢ C — Assessor Processing Reports
O N —Actual Tax Menu
0 K- Generate A/R
2. Click Define
3. Confirm or set the follow fields:

Define |

Tar pear 2m0  ACTUAL SECOND HALF BILLS
AR category |Eoth LI

Froperty type | Regular j

Year/period 2010 B DEC

i Pocess |

The spool file 'genar2010.93' has been created — 3 page(s).

: x
e  © TaxYear Current FY
Iy File Edit Tools Help 0 AR Category: Both Actual T 538!;2508?2
lvx[smaua[BUX R ISIEEI[Cn ¥ O 0 Year/Period: FY, 06 y | e ST

Effective date: issue date

¢ Update current PP values:
CHECKED (Per Jim Pettengill
12/20/2007)

and enter a filename:

Met Actual 28,778,356.47

Print Suramary Repart?

Yes

Effective date [12/31/2003 oz | 4. Press ¥ or Enter to complete.
¥ Update current PP values 5 C“Ck “PI’OCGSS” x|
On the “Print Summary Report')” ;/ Generate Accounts Receivable?
Frapeities selected to bl 13,658 dialog click “No” - :
Frocessing bill number 224 6 On the “Generate ACCOUHtS 1 oesilazes
Receivable?” dialog click “Yes”
Eemareis i bils £ it sy st ’@ | 7 Onthe Output dialog, Under Output type select File
%

¢ Itis suggested that you use a file name in the format rfcmpyyyy.q3 for the real estate proof, or
pfcmpyyyy.qg3 for the personal property proof, where yyyy = the fiscal year, so for example the name for FY

2010 would be rfcmp2010.93 or pfcmp2010.93

¢ Click OK

8. Send on copy of the report to Auditors office

4/17/2012
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Step 28 — Payment Redistribution

You will need to run this process twice. Once for real estate and a second time for personal property

1. From Property Revenue
¢ F — Property Tax Billing
¢ B — Massachusetts
¢  C — Assessor Processing Reports
¢ N —Actual Tax Menu
¢ L - Payment Redistribution
C

2. lick Define

[m] Payment Redistribution - MUNIS [** TRAINING DB Sat Apr 05 *¥]

My File Edit Tools Help

=[S

lvX[é eaxatR0XR - SBH[EEI S o[+

Entry date W
Select | Clerk. Iiohnb
—— | Departmert | 342 - COMPUTER CENTER =l
Batch number lm
List Errars | Fisference l—
Year/period IW W APR
Bills to select
“rear IW
A/R cat E
Bill number range |o bo  [99993399
Start from bill print date of m
Billz szanned I—D
Bills selected I—D
Billz proceszed I—D
Error bills I—D

Defing selection criteria and batch information.

be

7. Click on “List Errors” (NOTE: NEED TO DETAIL ERROR

PROCEDURES)

8. Click Define (This is the second Pass for Personal Property)
9. If a“Records have already been selected” prompt appears, Click “Yes”

10. Confirm or set the follow fields:

¢ Year Period: Fiscal Year

O Year: Fiscal Year

O A/Rcat: 25

O Bill number: 0 to 99999999
11. Press (74 or Enter to complete.
12. Click “ Select”
13. If anything is selected

¢ Click “Output-Proc”

Confirm or set the follow fields:
O Year Period: Fiscal Year

O Year: Fiscal Year

O A/Rcat: 20

¢ Bill number: 0 to 99999999
Press v or Enter to complete.
Click “Select”

If anything is selected

¢ Click “Output-Proc”

x

| Do you wish to process this payment
_'/J redistribution batch?

¢ Atthe “...Process this payment
redistribution batch?” prompt,
click “Yes”.

¢ Print to assr2_PM (Call before
sending)

[M]MUNIS (arpmtdst) x|

8 There are no emors to view.

x|

' Records have aleady been selected,
Y ) Do pou wish to clear the active set
- and continue with a new DEFINE?

¢ On the Output dialog, Under Output type select File and enter a filename:
¢ Itis suggested that you use a file name in the format repayyyy.q3, where yyyy = the fiscal year, so for

example the name for FY 2010 would be repay2010.q3

¢ Click OK
14. Click on “List Errors”

4/17/2012
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Step 29 — Update Owner

1. From Property Revenue

¢ F —Property Tax Billing

¢ B - Massachusetts

¢ E —Collection processing

¢ C - Bill General Maintenance
2. Click “Update Owner”

[M] Tax Bill General Maintenance - MUNIS [** TRAINING DE Sat Apr 05 *%] =10
My File Edit Tools Help
lvx[spaaaERD X[ -2 D[HEI[S ot @]
Cat/ v ear/Bil I— I I Property I
LCustomer Maint |
Dales | Bill type | = |
Mazz date change |
Location Update | Dwnerl l Addresz no I [# Update all
Owner Update | :
Dwiner of Record | I
Barcel inquiry | I
_ | I M
Special Cond
Third Party Adr |
Location I I I I
View Audit | Town/Frec I—
Bill status | =l Driginal bl |
Old bill | Unpaid balance |
License block I VI
Collection status I—
Owner of record I s datel
[ETET w0 | e =
IMaintain customer addresses,
R
v
3. On Owner Update Dialog Click Define
5 4. Confirm or set the follow fields:
iolx o
o T O tTa;_yealr ;ange. Fiscal Year
vX[imanac|BD X Rk - SGmEI[Co] @ o Fiscal Year
¢ AR category: Both
¢ Bill type: Blank
Tax year langel 2008 to I 2008 wyp
= | 5. Press ¥ or Enter to complete.
Select AR category IBoth ;l § g -
i | | 6. Click “Select
Brocess | 7. Click “Process”
8. On the Output dialog, Under
Bill headers selectedl 0 Bill headers updatedl 0 Output type select File and
enter a filename:
Define parameters For update.

¢ Itis suggested that you use a file name in the format ownupyyyy.q3,
where yyyy = the fiscal year, so for example the name for FY 2010
would be ownup2010.93.
¢ Click OK
9. Onthe “... PROCESS update?” dialog, click “Yes”

4/17/2012

EIMUNIS (txblgnmt) %]
Y

467 record(s] will be updated. PROCESS update?

F-8 Page27 of 29



| Step 30 — Assessor and Collector Check Billing Data — HOLD POINT

Assessor and Collector take a look at billing data to see if all changes are correct and as they expected.

Step 31 — Generate Mag Media

You will need to run this process twice. Once for real estate and a second time for personal property

1. From Property Revenue

¢ F — Property Tax Billing
0 B —Massachusetts
¢ C — Assessor Processing Reports
0 N —Actual Tax Menu
¢ M -—Bill Print
2. Click Define
[®Bill Print - MUNIS [CITY OF WESTFIELD] -|0] x|
My Eile Edit Tools Help
wX[Bm=as| B0 % [B Dot @)
Tax year 201
AR categony |2D - Real Estate L!
Bill type I Regular LI
Dutput format IExport file _:] Calc due now and interest to date |D2.-"D‘I J2011 Ill_a
Bill farm I _I ¥ Print Duel Amount as zera if negative
[~ First American export [+ Omit exempt properties with zero balance
File narme I ¥ Include delinquencies
Report instalment | 3rd Instaliment | UB definquent date |DS£D1 fama ME
Scan format |1-MUNIS STANDARD x|
Bill amount | 0ot 9,999,999.99
Sequence by |Zip code - I
Zip code I o Izzzzzzzzzz
Mame: | to |zzzzzzzzzzezzerzzeze
Bil rumber | 0 to | 93933953
Service Company Ilnclude all - I
Service company | e I
to Izzzz l
Bills selectedl ]
Bill printed | ]
Tax year 10 process, R
A

3. Confirm or set the follow fields:
Tax Year: Fiscal Year

Bill type: R — Regular

Output format: Export file

First American export: Not Checked
Report installment: 3" Installment

ST O

4/17/2012

AR category: 20 — Real Estate (fist pass) 25 — Personal Property (second pass)
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ST T T TS

O

Scan format: 1 - Munis Standard

Calc due now and interest to date: {Date from Collector} typically First day of interest — 1

Print Due 1 Amount as zero if negative: Checked
Omit exempt properties with zero balance: Checked
Include delinquencies: Checked

UB delinquent date: {Date From Collector}

Bill amount: .01 to 9,999,999.99

Sequence by: Zip Code

Zip code range: {blank} to zzzzz

Service Company: Include all

Press ¥ or Enter to complete.
Click SELECT.
Click the Isal Disk icon and Spool the file.

Note the totals and file name that’s displayed when the process completes.

Remember, this process is done twice. Repeat steps 2 — 7, substituting “25 — Personal Property” in the AR
category field during step 3 of the second pass.

4/17/2012
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Fourth Quarter Tax Billing Check List

Step Date Done Description Responsible
1 Real Estate & PP Information from Collectors Collector
2 Tax Parameter Maintenance — Updated Computer Center
3 Tax Year Parameter Maintenance
4 Check Data on Screen Dumps Collector
Need ok to continue.
5 Create VISION2 export file Assessor
6 Import VISIONZ file — RE & PP

(current Updated)
Tax Bill General Maintenance
Run Owner Updatel
Send Output Reports
9 Create Mag Media File
Retrieve Mag Media File From Server (FTP)
e Create bid/90 warning version of the file for

~

oo

Computer Center

10 PKS
e Create Zip File
11 Create RE & PP CD'’s
Email Zip Version as requested from the Collectors
12 office — Refer outside requests to the Collectors
Office
NOTES:

All filename are merely suggestions and can be whatever fits the need at the time.
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Step 1 — Preparation

1. Get Real Estate & PP Information from Collectors

Step 2 — Tax Parameter Maintenance

1. From Property Revenue

F — Property Tax Billing

A — Northeast

C — Massachusetts

B — Assessor Auxiliary Program
¢ A — Parameter Maintenance

=loix|
s R Y R SRMED [ et @)
General | Bil | Colection | Field Defintiors | ParcelDisplay |
—Address
Town code |328
MName ICITY OF WESTFIELD
Address  [S9COURT ST
Zip |D1 085
City/5tate IWESTFIELD IMA
County |H&MPDEN
—Aggessar information — Fihancial control
Assessor IBDAHD OF A55E550RS5 Update GL? ¥ RE/FF W MY
Aszzessment az of I m | m RE AR code IHE.&L - RE TAXES ;I
Current azzeszment yeall 2009 PP &R code IF'F' -PERSOMAL ;I
My 4R code  |MY-MOTORVEH |
—Tax controls —Auditing
Next PP ID | 14 [v Customer
Mext abatement number RE/PP 108443 MV I 27378 v Real estate
Mext adjustment number | 107162 v Personal property
Mext split/merge | 1 I Motor vehicle
Rounding RE[ 10 PP [ 100 MV 10 ¥ Abatement
State assigned city Lown code, iOVR
2

2. Click on the DPUpdate icon.
3. On General Tab:
¢  Check that the Current Assessment Year matches the tax year from the “Real Estate & PP Information
from Collector” form.
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4. On the Bill Tab Make sure
~Igx

Iy File Edit Tools Help
IvxX[semaac R0 X[k 2N [Salt B

General | Bill I Collection I Field Definitions | Parcel Display I

Minimum bill amount I .o

Bill comment 1 IISSUED 04401409 DUE 05/01/09

Bill comment 2

CPA charge code CPA | COMMUNITY PRESERVATION ACT
Land Bank charge code Iﬁ

Riesidential charge code [REALR | RESIDENTIAL REAL ESTATE Téx
Openspacechaigecode  |REALF .| RESIDEMTIAL REAL ESTATE TAX
Commercial charge cods [REALC .| COMMERCIAL REAL ESTATE TaX
Industrial charge cods [REALC .| COMMERCIAL REAL ESTATE TaX

v Apply CPA residential exermption

¥ Treat open space as residential

Deferred tax reason code I l

Preliminary tax calculation percentagel 0o

Eill comment 1, line 2,

OVRj
¢ Minimum bill amount = .01

¢ Billcomment 1 = “ISSUED XXXX DUE YYYY” where XXXX is the used date and YYYY is the due data as
defined on the “Real Estate & PP Information from Collectors” form.
CPA charge coe = CPA

Land Bank charge code = ? {Blank} ?

Residential charge code = REAL-R

Open space charge code = REAL-R

Commercial charge code = REAL-C

Industrial charge code = REAL-C

Apply CPA Residential exemption = CHECKED

Treat open space as residential = Checked

Deferred tax reason code = ? {Blank} ?

Preliminary tax calculation percentage = .00

ST T T T T
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5. On the Collection Tab:

MICHAEL J. MCMAHON
CITy COLLECTOR

C—

REAL-R - RESIDEMTIAL REAL ESTATE T

¢ Current collection year = Current Assessment Year from “Real Estate & PP Information from Collector”
form.

Apply credit balance to liability accounts = ?7CHECKED?

Prorate partial payments = NO

Minimum refund amount = 1.00

Overpayment charge code = REAL-R

6. Click on to finish

S SO
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| Step 3 — Tax Year Parameter Maintenance

1. Process Notes:

Example Dates

Issue date 07/01/02 due date 08/01/02
Issue date 10/01/02 due date 11/04/02
Issue date 12/31/02 due date 02/03/03
Issue date 04/01/03 due date 05/01/03

Print Date and Date First Due are the same

2. From Property Revenue
¢ F—Property Tax Billing
0 A - Northeast
¢ C— Massachusetts
0 B — Assessor Auxiliary Program
¢ B - Tax Year Parameter Maintenance
=1

My Filz Edit Tools Help

Ivx[seaaac[B0 ¥R 1SB[EEI [ ol @)

Yeall 2009 AR category I 20 l Process status I 0 El
Cycles/Cormm I 1} Desc I

General Parameters Ilnstallments |

Tax year [07/01/2008 ftd to [06/30/2009 g

Bill type [~ ]

Inztallment methad |2 - Preliminary/Actual j

Tax calendar status |3 - el |

Prelim cale method |2 - Azzessment * Flate ;I
¥ Include exemnpt Valuation factor IW
¥ Special assmt instmts Valuation percent|  100.00

Hext original bill IW Max exemption percentage I—DD
Mext subzequent bill Iw I minirurm kax I—DD
i
i

Mext MY decal numberl 1} W minimum abatement

Mest commitment page I 1 Rezidential percent

Ay azsmt ratio I 1.0000

W sl

Are special assessments in installments?

B

4/17/2012

Click on the binoculars®¥ search
tool, enter the Tax Year (see

collectors form) and then v or
press enter. Two records should be
found, on for Real Estate and
another for Personal Property.
On the AR Category 20 Record
(Real Estate) General Parameters
Tab:
¢ Installment method =
2 — Preliminary/Actual
¢ Tax calendar status =
3 — Actual
¢ Prelim calc method =
2 — Assessment * Rate
¢ Include Exempt =
¢ Checked
¢ Special assmt Instmts =
Checked
¢ Valuation factor =
1000
¢ Valuation percent = 100.00
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-lolxl| 5. Onthe AR Category 20 Record

(Real Estate) Installments Tab:

¢ Check dates from collectors
form.

10/01/2008 i
12/31/2008 hig
04/01/2003 hig
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On the AR Category 25 Record (Personal Property):
¢ Installment method =

RI=TE er
S ——— , _?_— Prelhml(;]ary/Actual_
vX[so@ani B0 ¥k &EEEI [ Ool" @ ax calendar status =

3 — Actual
O  Prelim calc method =

Year I 2009 AR category I 25 I Process status I_D El 2 — Assessment * Rate

CycleCamm I 0 Desc I Include Exempt =

General Paramet | Istall Checked
eneral Farameters f 1 .
realmenis | 0 Special assmt Instmts =

<

<

NOT CHECKED
Tax year|07/01/2005 4] to[06/30/2003 ] ¢ Valuation factor =
1000
¢ Valuation percent =
ol vee [ 100.00
Inztallment method |2 - PreliminarysAchual LI
T ax calendar status |3 - Actual ;I
Prelim cale method |2 - Azzessment ” Rate LI
¥ Include exempt Yaluation factor IW
I~ Special assmt instmts Valuation percent|  100.00
Hext original bill 304 Max exemption percentage I—UU
Mext subsequent bill Iw k% minimum tas I—DD
Mexzt MY decal number I—D AW minimum abatement I—DD
Mext commitment page |—1 Fiesidential percent I—DD
Awe azsmt ratio IW

Lll“ z of & Llilﬁlél

Cycle description, (e}):1
A
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_Ioix
Iy Fil= Edit Tools Help
IvX[sbauas R X R ISHEEI|[So[* B
Yearl 2003 AR category I 25 l Process status I—D EI
Cyele/Canmm I 0 Desc I
Gereral Parameters | Installments |
Number of installments | 4 Minimum amount for installmentl 1
Percent Print date Date first due Date first late
| .00 [07/01/2008 pag| [or/01/2008 pid [o/02/2008 g
| .00 [10/01/2008 pg| [10/01/2008 pd [11/04/2008 g
| 00 [12/31/2008 pg [12/31/2008 pd  [02/03/2009 g
| .00 [04/01/2009 g [o4/01/2009 g [05/02/2009 g
Normal int routine | 02 ...|Rate1 [ 1400 Rate2| 000
Deling int routine | 02 ...|Rate [ 14.00
T ax rates for: City I 0.00 Schooll 0.00 Count}ll 000
Utily | 0.00 Other | 0.00
Sale adv charge I LI
Fedemp adv chg I LI
1 KN EXTE 2|l El

Cvile description,

On the AR Category 25 Record
(Personal Property) Installments Tab:
¢ Check dates from collectors form.
¢ Screen print

Click on ¥ to finish

Step 4 — Check

Changes — HOLD POINT

1. Collector’s office confirms that all the parameters are set correctly.

| Step 5 — Create Vision Export File

The Assessor’s Office creates two export files, one for real estate and another for personal property and they send
it to the computer center. It may also be sent on a CD or placed in the city share folder.

4/17/2012
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| Step 6 — Import Vision?2 files

This is technically an optional s
1. From Property Revenue
¢ F — Property Tax Billing
A — Northeast
C — Massachusetts
C — Assessor Processing Reports
A — Import RE Cama to Munis

[l import RE CAMA to MUNIS - MUNIS [CITY OF WESTFIELD] = o = 3]

My File Edit Tools Help

v s dRERVXROSE WMEE | @a= (@

S S OO

Assessing system [VISINZ - VISION CAMA Y2K =l

F EEi ki WE - WESTFIELD, M& .
e | ‘ormatting option I ) J

Input file {include Full path) I Diigenmurisiirmportlimport_Exremove, 009

Input file (values) I

lafl2]l2]

Input file {unitfcondo’ I

™ mMulti Jurisdiction

Jurisdiction code CITY-CITY OF WESTFIELD ;I
¥ Multi Rate
Residential charge IREAL—R—RESIDENTIF\L REAL ESTATE TAx j
Open charge IREAL—R—RESIDENTIF\L REAL ESTATE Thx ﬂ
Commercial charge IREAL—C-COMMERCIAL REAL ESTATE Tax _VI
Industrial charge  [REAL-C-COMMERCIAL REAL ESTATE Té¥ =
—LUpdate
|Current YI ™ Mowe current values

¥ Mave current ONEr Names

¥ Make parcels inactive

Define assessment import parameters,

2. Click Define
3. Set or confirm the following:
¢ Assessing system: VISIN2-VISION CAMA Y2K
¢ Formatting Option: WE-WESTFIELD
¢ Input File: Click the magnifying glass to select the file on drive it's on, and it will automatically __[ |
transfer to Munis and put the correct path in the field.
Multi Jurisdiction: Not Checked
Jurisdiction code: CITY-CITY OF WESTFIELD
Multi Rate: Checked
Residential charge: REAL-R
Open Charge: REAL-R
Commercial charge: REAL-C
Industrial charge: REAL-C
Update: Current
Move current values: Not Checked
Move current owner names: Checked
Make parcels inactive: Checked
Press "4 or Enter to complete.
Click Process to import the data.
When the import is complete a dialog showing the number of parcels records process should appear. When it
does, click the OK button to continue

ST T T O

<

o gk
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7. When the print Dialog appears:
=T

— Dutput byp

¢ MUNIS printer File: name: IanYUSQqIMP

" Local printer Comment: Creates a MUMIS spoal file retrievable fram S poal File Maintenance.
= File *t'ou may accept the default or enter your own file name.

" POF
i Digplay

—DOpliohz

Copies |—1 ll il

] | Cancel |
¢ Select file

¢ Set file Name to REFYxxQ4IMP, where xx = last two digits of fiscal year.
¢ Click the OK button.
8. From Property Revenue
¢ F — Property Tax Billing
¢ B — Massachusetts
¢ C— Assessor Processing Reports
¢ B - Import PP Cama to Munis
9. Click Define

=10l 10. Set or confirm the following:
iy H= El Dol el ¢ Assessing system:
I I IET Y E R RS FElEENEE VISIN2-VISIN PP
¢ Formatting Option:
Assesting system [VISINZVISIN PP = WE-WESTFIELD MA

Process | DOutput farmatting I ;I O Input File:

Select the magnifying glass to select ] |
the file on drive it's on, and it will -
automatically transfer to Munis and put the
correct path in the field.

¢ Multi Jurisdiction: Not Checked

¢ Jurisdiction code:

CITY-CITY OF WESTFIELD
0 Make parcels inactive: Checked

11. Press v or Enter to complete.
T T S T ovR 12. Click Process to import the data.
Z 13. When the import is complete a dialog showing the
number of parcels records process should appear. When it does:
¢ Click the OK button to continue
14. When the print Dialog appears:

Input IileIa"u2a"live.-"imp0rtf’import_txppmove.DD2

2] L]

Input file I

[T Use multi jurizdiction
|CITY-CITY OF WESTFIELD =l
¥ take property inactive

=lolx] 0 Selectfile
S 0 Set file Name to REFYxxQ4IMP, where xx =
. last two digits of fiscal year
(™ MURIS printer il | . ’
" Local printer clenamf.s”:{mr:ulzfs [ file retrievable fiom Spoal File Mainten, ¢ _Click the OK button.
omment; Creates a ‘spoal file retiievable from Spocl File Maintenance, . .

* Fle “Youmay accept the default or enter pour own file hame. 15. C“Ck the OK bUtton to save the flle
" FOF
™ Display

— Dption
Copies 1 ﬂﬂ

0K | Cancel |
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Step 7 Owner Update

[M] Tax Bill General Maintenance - MUNIS [** TRAINING DB Sat Apr 05 **] ] 5 1 From Property Revenue
My File Edit Tools Help .
X ima asaERD R 0@EEI[Calta) ¢ F—Property Tax Billing
¢ B — Massachusetts
A || cotrvearent =TT || Propew I ¢ E —Collection processing
Cortanerard_| ¢ C-Bill General
s ||| it oo B Maintenance
bass date charge 2. Click “Owner Update”
Location Update | I]wnell .| Address no I [ Update al
Owner Update | :
Dwner of Record | I
Baicel inguine | I
< | I [ [ —
Special Cond
Third Party Audr |
i Location I I I I
Wiew Audi | T owndPrec I—
Bill status | =l Original bil |
Did bil | Unpaid balancs |
License block I e
Collection status I_
Owrer af record I Ciealion date
IR B 2| alE|
Maintain cuskomer addresses,
GYR] 4

[m] Tax Bill General Maintenance - Owner Update

My File Edit Tools Help

3. Click Define

=1B1x|
. 4. Confirm or set the follow fields:

lvx[rma=(ac[R0 ¥R - SE[EEI[C ] @

¢ Tax year range: Fiscal Year
to Fiscal Year

Tax year langel 2008 to I 2008

Select AR category |Both ;l

¢ AR category: Both
¢ Bill type: Blank

Bill type
Process | P I

Press or Enter to complete.

Click Select

Bill headers selectedl 0 Bill headers updatedl 1]

No o

Click Process

Define parameters For update.

™, Output

— Dutput byp

=1alx|

" MUNIS pritker

File name: IDII]'N'UPFYDSQ4

¢ Local printer Comrent: Creates a MUMIS spoal file retrievable from Spoal File Maintenance.
& File ‘f'ou may accept the default or enter your own file name.
—Repaort Litl

|TA>< BILL GENERAL MAINTEMANCE - UPDATE OWNERS

—Optionz

Copies I—'Illil

oK | Cancel |

4/17/2012

8. When the print dialog appears
¢ Select File
¢ Set File Name to OWNUPFYxxQ4,
where xx = fiscal year
¢  Click OK
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Step 8 — Send Output Reports

At this point the three output reports from the import and owner updates steps should be sent to the Auditors and
Collectors Office. It is suggested the the files be formatted and emailed as .pdf files.

The following Word 2007 macro will reformat the text files exported from munis so they can be printed as PFS’s

Sub MunisWide()

' MunisWide Macro

WordBasic.TogglePortrait Tab:=3, PaperSize:=0, TopMargin:="1.04", _
BottomMargin:="1.04", LeftMargin:="1", RightMargin:="1", Gutter:="0",
PageWidth:="11", PageHeight:="8.5", Orientation:=1, FirstPage:=0, _
OtherPages:=0, VertAlign:=0, ApplyPropsTo:=0, FacingPages:=0, _
HeaderDistance:="0.5", FooterDistance:="0.5", SectionStart:=2, _
OddAndEvenPages:=0, DifferentFirstPage:=0, Endnotes:=0, LineNum:=0, _
StartingNum:=1, FromText:=wdAutoPosition, CountBy:=0, NumMode:=0, _
TwoOnOne:=0, GutterPosition:=0, LayoutMode:=0, CharsLine:=41, LinesPage:= _
36, CharPitch:=220, LinePitch:=360, DocFontName:="+Body", DocFontSize:=11 _
, PageColumns:=1, TextFlow:=0, FirstPageOnLeft:=0, SectionType:=1, _
FolioPrint:=0, ReverseFolio:=0, FolioPages:=1

Selection.WholeStory

Selection.Font.Size = 8

WordBasic.PageSetupMargins Tab:=0, PaperSize:=0, TopMargin:="0.13", _
BottomMargin:="0", LeftMargin:="1", RightMargin:="1", Gutter:="0",
PageWidth:="11", PageHeight:="8.5", Orientation:=1, FirstPage:=0, _
OtherPages:=0, VertAlign:=0, ApplyPropsTo:=4, FacingPages:=0, _
HeaderDistance:="0.5", FooterDistance:="0.5", SectionStart:=2, _
OddAndEvenPages:=0, DifferentFirstPage:=0, Endnotes:=0, LineNum:=0, _
CountBy:=0, TwoOnOne:=0, GutterPosition:=0, LayoutMode:=0, DocFontName:= _
"", FirstPageOnLeft:=0, SectionType:=1, FolioPrint:=0, ReverseFolio:=0, _
FolioPages:=1

End Sub

The macro can be cut and pasted into MS Office 2007 Macros (see Tech Center Staff for assistance)
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9 — Generate Mag Media

1. From Property Revenue
¢ F —Property Tax Billing
0 B — Massachusetts
¢ C— Assessor Processing Reports
¢ N -—Actual Tax Menu
¢ M -=BIill Print

[ Bill Print - MUNIS [CITY OF WESTFIELD]

My Eile Edit Tools Help

-1l

v ia=na G xRk aE8EEI] Sl Q]
&l Tax year | 2mn
Lomments | AR categony |2D - Real Estate ;l
9 : Bill type | Regular LI
Select |
Dutput farmat IExport file: :I Calc due now and interest to date IDE;"DBHZEHU Ei.a
Selective Output | Bill farm | _l ¥ Print Duel Amount a3 zero if negative
Single Bil Defaults | [ First American expart ¥ Omit exempt properties with zera balance
File name | ¥ Includs delinquencies
Report installment I4th|nstallment ;I LB delinquent date IDBJ1SJ2DDS M'g
Scan format |1-MUNIS STANDARD. -]
Bill amount | 0ot | 9,999,993,99
Sequence by iZip code - I
Zip code I ta Iz;zzzz’zzzz
MName | ta |zzzzzzzzzzzzzzzzzzzz
Bill number I 0 to | 95333359
Service Company | Include all o
Service company I l
to lzzzz z I
Bill: selectedl 0
Bills printed | 0
Define Actual Bill selection criteria. lOVR 7
S

2. Click Define
3. Confirm or set the follow fields:
0 Tax Year: Fiscal Year

¢ AR category: 20 — Real Estate
¢ Bill type: R — Regular
¢ Output format: E — Export
¢ Calc due now and interest to date: {Date from Collector}typically First day of interest - 1
¢ Billamount range: .01 to 9,999,999.99
¢ Include delinquencies: Checked
¢ UB delinquent date: {Date From Collector}
¢ Print Due 1 Amount as zero if negative: Checked
¢ Omit exempt properties with zero balance: Checked
¢ Service Company: | — Include all
¢ Reportinstallment: 3 — 3rd installment
4/17/2012
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©o~No oA

0
0

Sequence by: Zip Code
Zip code range: {blank} to zzzzz

Press ¥ or Enter to complete.

Click SELECT.

Click the sl Disk icon and Spool the file.

Note the totals and file name that's displayed when the process completes.

Repeat steps 2 — 6, substituting “25 — Personal Property” in the AR category field during step 3

After the files have been spooled, they should be transferred to a holding folder on the transfer share drive. The
drive path is typically \\westfile\transfer$\repp\fyxx\q4\raw, where xx is the fiscal year of the bills. Change the
Names of real estate and personal property files to “TAXREFYxxQ4.DAT” and “TAXPPFYxxQ4.DAT” (xx= fiscal
year of bills) respectively. Copy the Personal Property File from the /raw folder and rename it to
PPFYxxQ4.DAT . Once saved, the real estate file will need to have the BID amounts appended to it, and total
sheet will need to be created and sent to the Collector.

O

<

SO

In the Tech center share, there will be a folder named “JOHN_DB’s”, there will be a Access database
named something like “RE-PP Export Tester vx.x XP.mdb” (x.x = current version number) You may open
the file from there, but it will run faster if you copy the file to you local drive (to C\TEMP for example) if you
choose to do that, you should also copy the two export files that were saved to the transfer folder.

When the data base opens, click the “BID Adjust” button.

When the file dialog appears, go to the directory that the export files were saved to and select the real
estate file.

You will then be prompted for where to save the file. Save the file to \\westfile\transfer$\repp\fyxx\q4 as
REFYxxQ4.DAT

Set the PDF printer in the printer selection

Click “Import Actual RE” and select the REFYxxQ4.DAT file.

Click “Import Actual PP” and select the PPFYxxQ4.DAT file.

Click “Print Real Estate”

Click “Print Personal Property”

4/17/2012 F-9 Page 150f 15



Supplemental Bills
Note: The supplemental bills themselves are entered from “Omitted Bills” by the Assessors office. Also, t

=1o1x|
My File Edt Tooks Help
X s uasSBUXREeDEEI & ot
walues Tax year 2011
p— AR category [P - Personal property. >
Bill number
Miscellaneous Fields |
Charges Property ID | |
Set Further I
Status ot
Jurisdiction
‘ Customer ] eddessmo|
Entry date
il type ]
Further processing [
Tnstallment 1 Tnstalment 2 Tnstalment 3 Tnstalment 4
printdate | ] gz ]| ]
First due date | 1] | x| k] | 2]
First late date | || | | I5E|
peraty date [ | gzl | =]
Maintain charge codes. o
Mo data available. The "Find” option was not used or it returned no data, 4

7. From Property Revenue

e F —Property Tax Billing

e B — Massachusetts

e C — Assessor Processing Reports
e N - Actual Tax Menu

e M- Bill Print

1. From Property Revenues

F — Property Tax Billing

A — Northeast

C — Massachusetts

C — Assessor Processing Reports
O — Omitted Bills

Use the ] Search option to select the bills in the

FY you wish to process (2011 for example)

Once the bills have been found, note the number

bills, the select the “Browse” option.

Order the list in the browser by account number

and then output it.

While the bills are still selected, use the “further

processing” step — Send all output to a file and
note the filename.

[ ]
[ ]
[ ]
[ ]
[ ]
2.
3.
of
4.
5.
6.

If you have more the one FY to process repeat

from step one.

S 8. Click Define . .
iy Elle Edit Tools Help 9. From “Bill Print”, select “Selective
[ %] s @[ HE]B0 %[k 16 HmE oot 0] Output”
B z - 10. Ideally you should clear this out if
— ax year . .
e th cctegoy [D FeAEde any bill number are in the queue,
(e B ] but if you can’t clear them, note the
S bills that are checked, and uncheck
Dutput format Export file ¥ Calc due now and interest to date 05/03/2010 Mg
Selective Qutpd || ||y [ | ¥ Pint Dug Amaunt as zeroif negalive them . .
il il Defouks | | | T Fistmeian sspor I it st gt it 210 ilance 11. Using the list you made is step 4,
File name | ¥ Include delinguericies .
B r— T select the supplemental bills for
Scan farmat 1-MUNIS STANDARD > eaCh processed FY'
12. Once you have selected all bills, use
Bilamount | G e the “Mag Media” option, create the
e e file, and note the name. Note, you
Zocoke | to [eezzeimz will be asked if you want to clear the
Name [ to [czzezzezzozazazazane bills Out, respond no.
Bill rumber | 0 o 93939359
et e ¥
Service company
to zz22 =7
Bilsselected| 0
Bilspinted [ 0
Define Actual Bill selection criteria, ovR
P

4/17/2012
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*x*xx Excise New Commitment(s) From PKS *****

Receive email with files attached for new commitments.
Save file attachments to server drive (xxx:\new_comm)
Open server directory with commitments

Remove .bmj extension from file

Right click — Extract
Extract files to current directory

wxxk PROCESS COMPLETED %
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*xEx* Initial MV Excise Bill Export *****

CREATE EXPORT FILES

Property Revenues — Property Tax Billing — Massachusetts — Motor Vehicle Excise —
Bill Processing and Reports — Create Export Files

1. Define

Export File =mvYYYYCC
YYYY = Year / CC = commitment #

Commitment Year/Range #’s
per information given by collector

All dates defined by collector
All dates are the same as the Issue Date

Export ONLY bills with = <BLANK>
Minimum Bill Amount = $0.01
Scan Format = 1 — Munis Standard

Enter when completed
(note path where file will be created)

2. Export
Click export button — ok when complete.

Note commitment year/number and how many records exported to be included in email in next step.

[M] Create Export File - MUNIS [** TRAINING DB Sat Aug 09 #*]

My File Edit Tools Help

=10/

vX[seaRacRr ¥R 1 SIEEI [ a[*% Q)

e Export file
Expart | Commitment year
. Commitment number
Erar List |

Interest date
Demand date
lssue date

Due date

Expart DMLY bills with
Minirum bill amount

Secan format

[mw200803 Au3rain/spool/my200803
[ zo0e

[3

08/14/2008 L2

08/14/2008 102

0B/14/2008 1

08/14/2008 1

I j'

[

IT - MUNIS STANDARD LI

Records zelected

E04

Enars detected I 1}
Records exported I 1]

Define export file criteria.

3. Repeat procedure for additional commitments. — When complete, go to Transfer, Zip & Email Files

4/17/2012
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TRANSFER, ZIP & EMAIL FILES

1. Transfer Files
Command Prompt
H:\> J:
J:\> cd excise
J:\excise> ftp munis
— logon as yourself

ftp> cd /u2/live/export
ftp> pwd
ftp> mget mv*
say ‘Y’ to files you want to transfer
ftp> quit
J:\excise> exit

2. Zip & Rename file CEE———

From transfer\excise directory | Fle Edt ew Favorkes __I\ools Help =
le f||es J OBack - O < ? | P ! Search Folders | = WL
Select all files you want to send to PKS | Address |3 3\excise

Right click — Send to — Compressed (zipped) folder
automatically creates zip with name of first file

(1e mvYYYYCC.zip)
R . Scan for Viruses, ..
Rename zip file - S
. . Compressed izipped) Folder
Rename file from mvYYYYCC.zip to mvWEST.zip.mv = en
(At POp up question — are you sure you want to change it? Click Yes) Copy [} My Documents
Create Shorkcut _.'_‘:_, NMotepad

Delete 4 3% Floppy (4:)

Rename
L DVYD/CD-RW Drive (D1}

Properties |

3. Email file

Send file via email to Brian Jones at PKS (brian.jones@deputycollector.com), with collector on copy
Subject of Email = “WESTFIELD — INITIAL EXCISE BILLS”

Note which commitments and record counts are included in zip file

Fxxx* PROCESS COMPLETED *****
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**x** Motor Vehicle Demands *****

EXCISE DEMAND ($5 fee)

Property Revenues — Property Tax Billing — Massachusetts — Motor Vehicle Excise —

Commitment Processing — Post Demand Notices

1. Define

Commitment Year/Range #’s
per information given by collector

Bill Number =0

Demand Date = per information from collector
Minimum Bill Amount = $4.99

Output Type = Print report

Enter when completed

2. Output Post

:ﬂ] Post Demand Motices - MUNIS [** TRAINING DB Sat Aug 09 **]

My FEile Edit Tools Help

=101=]

PEIEE B L E R R EEREE

Define

— Selection parameters

Dutput-Post |

C it t year Im

Commitment |_3

Bill number I—D

Demand date 08/14/2008  fis

Demand charge code  [MVDEM  MOTOR VEHICLE DEMAND
Minimum bill amountlw

Output type IF'rint report j

—Results

ED4 records in thiz commitment

Define report parameters,

Print to munis printer — duplex if possible. (Must print list in order to post)
Before posting, verify no CITY OF WESTFIELD or Zero Dollar Excise accounts — if there are, do not post, correct

If no errors, then Post Fees. If errors, do not post. Correct errors and re-run procedure.

3. Repeat procedure for additional commitments — When complete, go to Create Export Files

4/17/2012

F-11 Page4 of 12

bl



CREATE EXPORT FILES

Property Revenues — Property Tax Billing — Massachusetts — Motor Vehicle Excise —
Bill Processing and Reports — Create Export Files

1. Define

Export File =mdYYYYCC
YYYY = Year / CC = commitment #
(note path where file will be created)

Commitment Year/Range #’s
per information given by collector

All dates defined by collector
Interest Date = Due Date
Demand Date = Issue Date

Export ONLY bills with = Demand Fee
Minimum Bill Amount = $4.99
Scan Format = 1 — Munis Standard

Enter when completed

2. Export
Click export button — ok when complete.

M Create Export File - MUNIS [** TRAINING DB Sat Aug 09 #+] I ] ]
My File Edit Tools Help

lvX[seaxaancRD ¥R 1 SEME IS o[t @]

Export file

Export Commitment year I 2008
Commitment number I 3
Errar List

Interest date
Demand date
lssue date

Due date

Export OMLY bills with
Minimum bill amount

Scan format

Imd200803 Au3ftraindspool/md200803

03/14/2008 iz
03/14/2008 iz
03/14/2008 iz
03/14/2008 iz

I Demand fee he I
I 4.593

[1-MUNIS STANDARD =l

Records selected I 1}
Enars detected I 1}
Records exportedl 1]

Define export file criteria,

Note commitment year/number and how many records exported to be included in email in next step.

3. Repeat procedure for additional commitments. — When complete, go to Transfer, Zip & Email Files

4/17/2012
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TRANSFER, ZIP & EMAIL FILES

1. Transfer Files
Command Prompt
H:\> J:
J:\> cd excise
J:\excise> ftp munis
— logon as yourself

ftp> cd /u2/live/spool
ftp> pwd
ftp> mget md*
say ‘Y’ to files you want to transfer
ftp> quit
J:\excise> exit

2. Zip & Rename file
From transfer\excise directory
Zip files
Select all files you want to send to PKS
Right click — Send to — Compressed (zipped) folder
automatically creates zip with name of first file

(1e mdYYYYCC.zip)
Compressed (zipped) Folder
- . Cut ) Mail Recipient
Rename zip file 23y Doais
Rename file from mdYYYYCC.zip to mdWEST.zip.md St o
Rename
— . DVDJCD-RWDrive (D:)

3. Email file

Send file via email to Brian Jones at PKS (brian.jones@deputycollector.com), with collector on copy
Subject of Email = “WESTFIELD — MV DEMAND BILLS”
Note which commitments and record counts are included in zip file

Fxxxk PROCESS COMPLETED *****
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*xx%%x Apply Excise Notice and 1% Warrant *****

EXCISE NOTICE ($10 fee)

Property Revenues — Property Tax Billing — Massachusetts — Motor Vehicle Excise —
Commitment Processing — Post Warrant

1. Define

Commitment Year/Range #’s
per information given by collector

Bill Number =0
Warrant Date = per information from collector
Minimum Bill Amount = $4.99

Enter when completed

2. Output Post

[®] Post Warrants - MUNIS [** TRAINING DB Sat Aug 09 **] 9 [m] 3
My File Edit Tools Help
lvXdma=nacRr Rk ' SEEEI S ot

. C: il  year IW
Dutput-Post | Commitment I—B

Bill number I—D

Warrant date Im

Minimum bill amount IW

[Demand charge code IMVDEM MOTOR YEHICLE DEMAMD

Wiarrant charge code IM\)WAH1 MOTOR WEHICLE 15T WARRANT

Define report parameters,
15 records Found in this commitrnent

.,

Print to munis printer — duplex if possible. (Must print list in order to post)
Before posting, verify no CITY OF WESTFIELD or Zero Dollar Excise accounts — if there are, do not post, correct

If no errors, then Post Fees. If errors, do not post. Correct errors and re-run procedure.

3. Repeat procedure for additional commitments — When complete, go to 1% Warrant

4/17/2012
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1% Warrant ($12)

Property Revenues — Property Tax Billing — Massachusetts — Motor Vehicle Excise —
Commitment Processing — Update Fees

1. Define

Fee to assess = 2
MV First Warrant — $12 fee

Posting date & Commitment Year/Range #’s
per information given by collector
ONLY RUN ONE COMMITMENT AT A TIME

[M] Update Fees - MUNIS [** TRAINING DB Sat Aug 09 **]

My File Edit Tools Help

=101x]

PR IEEY I Y=

GO >R ISH[EE D[S0

Bill Number =0
Minimum Bill Amount = $4.99

Enter when completed

2. Output Post

Output Post |

Update fees
1. Inguiry MYDER

2. st deputy IM\JWAF! MOTOR VEHICLE 15T WARRANT

3. 2nd deputy IMVSEFN

4. Misc IMVDEM
5. Mark IMVMAHK
Fee to assess I?

Posting date 06/11/2008 e

Commitment year I 200

=1 e

Commitment range I a to I a
Bill number I 0
Mame range

ta

Minimum bill amount I 4.93

Define report parameters.
15 records in this commitment

Print to munis printer — duplex if possible. (Must print list in order to post)

If no errors, then Post Fees. If errors, do not post. Correct errors and re-run procedure.

3. Repeat procedure for additional commitments. — When complete, go to Create Export Files.

4/17/2012
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CREATE EXPORT FILES

Property Revenues — Property Tax Billing — Massachusetts — Motor Vehicle Excise —
Bill Processing and Reports — Create Export Files

1. Define

Export File =mwYYYYCC
YYYY = Year / CC = commitment #
(note path where file will be created)

Commitment Year/Range #’s
per information given by collector

All dates defined by collector
Interest Date = Due Date

Export ONLY bills with = Warrant Fee
Minimum Bill Amount = $4.99
Scan Format = 1 — Munis Standard

Enter when completed

2. Export
Click export button — ok when complete.

[M] Create Export File - MUNIS [** TRAINING DB Sat Aug 09 **]

My File Edit Tools Help

=lolx|

IlvX[spauaoB ¥R 1SD[EEI[Sa[* q)

Export file ImWZDD?DB Au3Atraingspool/mw 200708
Expart | Commitment year I 2007
Enor Lit | Commitment number I g
Interest date 03/14/2008 s

06/0/2008 g
03/14/2008 s

Demand date

lssue date

Due date 03/14/2008  fuis
Export DMLY billz with IWanant fee et
Minirum bill amovnt 493

Scan format |1 - MUNIS STANDARD

Records selectedl 15
Emors detected I 1]
Records exportedl 1]

Define export file criteria,

Note commitment year/number and how many records exported to be included in email in next step.

3. Repeat procedure for additional commitments. — When complete, go to Transfer, Zip & Email Files

4/17/2012
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TRANSFER, ZIP & EMAIL FILES

1. Transfer Files
Command Prompt
H:\> J:
J:\> cd excise
J:\excise> ftp munis
— logon as yourself

ftp> cd /u2/live/spool
ftp> pwd
ftp> mget mw*
say ‘Y’ to files you want to transfer
ftp> quit
J:\excise> exit

. . W reccse

2. Zip & Rename file Tt tr gon roows Do o

From transfer\excise directory | Qe - © - [ Do | port | [ B X ¥
Zip files

J Address I_J Jiexcise

Select all files you want to send to PKS
Right click — Send to — Compressed (zipped) folder
automatically creates zip with name of first file

Mame

(1emwYYYYCC.zip) s
2 ! M| B Compressed (zipped) Folder
- - ut _) Mail Recipient
Rename zip file Copy L Do
Rename file from mwYYYYCC.zip to mwWEST.zip.mw e

5 315 Floppy (A1)
5 DVDJCD-RW Drive (Di)

3. Email file

Send file via email to Brian Jones at PKS (brian.jones@deputycollector.com), with collector on copy
Subject of Email = “WESTFIELD — MV 1 WARRANT BILLS”

Note which commitments and record counts are included in zip file

Fxxxk PROCESS COMPLETED *****
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*xxxx Anply 2"YFinal Warrant ($17 Service Fee — MVSERV) ***#*x

Property Revenues — Property Tax Billing — Massachusetts — Motor Vehicle Excise —
Commitment Processing — Update Fees

1. Define

Fee to assess = 3
MYV Second Warrant — Service $17 fee

Posting date & Commitment Year/Range #’s
per information given by PKS
ONLY RUN ONE COMMITMENT AT A TIME

[#] Update Fees - MUNIS [** TRAINING DB Sat fiug 09 +*] || ol x|
My File Edit Tools Help
x| s@aanic[R0 xR 1S E[EE [t

Bill Number =0

Minimum Bill Amount = $4.99

Enter when completed

**%* Verify record count in Munis vs count from
PKS. May need to wait to post these fees until

difference in counts is negligible (<10 records).
Postings from bank will affect counts. *****

2. Output Post

Dutput Post |

Update feex
1. Ihguiry MYDEM

2 1zt deputy !M\JWAH

3 2nd deputy IMVSEFN MOTOR YEHICLE 2MD WwWARRANT - SERVICE

4, Misc IMVDEM
B Mark IMVMAHK
Fee to assess E
Posting date 0641172008 |

Commitment year IW

Commitment range I_2 to I_2

%

Mame range I
lol

Minimum bill amount 493

Bill number

Define report parameters.
340 records in this commitment

Print to munis printer — duplex if possible. (Must print list in order to post)

If no errors, then Post Fees. If errors, do not post. Correct errors and re-run procedure.

3. Repeat procedure for additional commitments.

wxxxx PROCESS COMPLETED *x

4/17/2012
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*xx Apply Mark Fee/Registry Mark (320 MV Marking Fee - MVMARK) *****

Property Revenues — Property Tax Billing — Massachusetts — Motor Vehicle Excise —
Commitment Processing — Update Fees

1. Define [M] Update Fees - MUNIS [** TRAINING DE Sat Aug 09 *¥] ][4

My File Edit Tools Help

lvux[sma=xACRD ¥R IGR[EEID S oY@

Fee to assess = 5
MV Marking Fee — $20 fee

Update fees

Output Post | 1. Inguiry IMVDEM
2. 1t deputy IMWAH

Posting date & Commitment Year/Range #’s

per information given by PKS 3 and deputy [MVSERY
ONLY RUN ONE COMMITMENT AT A TIME 00 [TORY
A Mark IMVMAHK MOTOR YEHICLE MaREING FEE

Bill Number =0

Fee to azszess I?
Minimum Bill Amount = $4.99 E':mf'md'w DS;L’:DDS —

Commitment range |_2 to |—2
Enter when completed Bill number | 0

Mame range I
k4% Verify record count in Munis vs count from o
PKS. May need to wait to post these fees until Minimm bill amount | 453
difference in counts is negligible (<10 records). Define report parameters.

340 records in this commitment ’@ 4

Postings from bank will affect counts. *****

2. Output Post
Print to munis printer — duplex if possible. (Must print list in order to post)

If no errors, then Post Fees. If errors, do not post. Correct errors and re-run procedure.

3. Repeat procedure for additional commitments.

wxxxx PROCESS COMPLETED *x
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Agpplication Enliy hetpi/Melp.anunis.com/v8 1/pi/Content/Programs/piappentG1.him

Contenls and Navigation

Application Entry

The Application Entry program aliows you to maintain application/project information and all the auxlliary programs linked to
the application for permits and code enforcement.

The program sends automatic e-mail messages when cerlain conditions are met, _

The program uses construction type rates and factars for permits with charges based on the estimated cost of construction, If
rates and factors are defined, the program uses the following calculation for each bullding use line: square feet * construction
type rate * factor,

The program calculates the total estimated cost for the applicalion by surming all of the bullding use lines for a buliding and
summing all the buildings on an appitcation.

The application profile Includes the construction type and bullding factor. When the application is completed, the program
updates the property building records with the construction type and square feet.

The program exports the bullding uses on permits using an export form cede of BLDGS, BLDGS, BLDG?, or BLDGS.

Note: All project codes must be valid to process applications.

More..,

Point-in-time fee effective dates allow you lo establish effective date fees for original applications, and then apply those
effective date fees to subsequent applications that are associated with the original. In this cass, the original application has a
fe effective date and a fee expiration date. The explration dale represents the date through which any subsequent
applications can use the original fee effective date for its own fee calculations. If the site, project code, and fee type aliow for
point-in-time fee caloulations, when a fee Is calculated on the subsequent application, the fee effective dale used to determine

the fee rates Is the fee date of the orlginal application,

« For an application, the fee effective date is elther the application's fee effective date {for which the defauit valus is the
current date when the application is entered) or the point-in-time date carried forward from the original application,

« For a complaintiviofation, the default value for the fes effective date is the complaint/violation creation date.

» For an Inspecilon, the fes effective dals is established according to the following:
o If the Inspection Is assoclated with an application, the Inspection fee rates are based on the application's fee
effective dats,
o If the Inspection Is assoclated with a complalnt/violation, the Inspection fee rates are based on fhe
complaintiviclation's fee effective date.
» Otherwiss, the Inspeclion fee rates are based on the dates the Inspection was created.

All permit exporls and summary permit exports are available within Tyier Content Manager for MUNIS, I a permit export Is
processed using Tyler Forms Processing, the data fields are automatically captured and stored in Tyler Content Manager for
MURNIS along with an Image of the printed document, ) .

The program uses the GIS data layers if they exist in the Project Type FM program whenever a new application is created for
the spacific project type. If GIS data layers exist and restrictions are assoclated with the layers, the program displays a warning
on the Restrictions and Warnings screen. The program also adds a restriction to the Application Hazards and Restrictions
screen. -

If the building use line Is based on an existing properly building, the square feet in the calculation Is the square feet from the
application building use line less the square feet from the corresponding property bullding use line. For example, if the

application Is for a building defined in Property Maintenance as having 2000 square feet and the use line on the application for
the same bullding reflects 2500 square feel, the estimated cost calculation oh the application will be based on §00 square feet.

Field Descriptions
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A pplication Enfry
Field Description
Appiication This Is ths application rumbar, _
You can type the application number In the box or click +1 to asslgn the next available number.
Status This Is the status of the application, such as A - Aclive, D - Denied, or C - Complete.
Department This Is the depariment where the application originated.
Project/Activity This is the project or activity code for which the application is created.

Project or activity codes are established In the Project Type FM program.
When you select a project or aclivity code for which the Parcel Required check box In Project
Type FM Is not selected, the Properly/Use tab is called the Location tab and a limited number

of fields are avallable,

Bescription 1 and 2

These boxes allow you to enter additional information about the project/activity code.

Applicant

This s the fype of applicant applylng for the permit.

Applicant or role codes are established In the P and CE Miscellaneous Code FM program.
You can select the applicant type from the list or you can click Add Code to add a new role
code. When you click Add Code, the program opens the P and CE Miscellaneous Code FM

program,

Estimated Cost

This Is the estimated cost of the project or activity.
The estimated cost Is automatically calculated, but you can change it
For more Information about the automatic calcuiation, ses Automatic Caleulation for

Construction,

Feas Effsclive

This Is the date that the fees become effactive,
This date is required.

Owner

This is the customer identification number for the properly owner.

This box Is availabile for entry if the Parcel Required check box in Project Type FM Is not
selected for the project/activity code that you are using.

You can lype the customer ID In the box or click the heip button to open the Find Names

screen and search for a customer.
You can olick the folder button to view more information on the customer. When you click the

folder hutton, the program opens the Cuslomer FM program,

Contractor

This Is the hame of the contractor for the appllcation.

Business

This is the name of the business owner for the application.

Status Code

This is the code indicating the stalus of the appiication.
Status codes are established in the Status Cods FM program,

Status Memo

This box allows you to enter comments about the slatus of the application.

Asslgned To This Is the team or clerk to which the applicalion is assigned,
Teams and clerks are established in Team/Clsrk FiM.
You can type the feam code In the box or click the help button to select from a list of codes.
Property/Use ‘ ‘ ‘
Parcel This is the parcel identification nhumber assoclated with the application.
You can type the parcet 1D in the box or click New Parcel to create a new parcel 1D, When you
click the New Parcel bution, the program displays the Create Minimum Property screen. You
can afso click the halp button fo search for an existing parcel.
Locatton This is the location of the property. The program automatically enters location Information for
the parcel. You can click the folder button o view location details.
Municipality This Is the ¢code for the city or town where the propery is located.
Town codes are established in AR Miscellansous Codes FM.
Suhdivision This Is the code for the subdivision where the property Is ocated.

Subdivislon codes are established in the Subdivision Code FM program.

4/17/2012
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Lot/Sectlion/Phase This Is the subdivision lot number, section number, and phase number where the property Is
iocated.

Between/And This Is the cross sireets where the property is located.
The defaull values are established in the Properly Masler program,

Loocation Desc This is a description of the locatlon, proiect, or actlvity.

Existing Use This Is the existing general use code for the properiy.

Use codes are established in the Use Code FM program.
You can type the code in the box or click the help button to select from a list of codes.

Zoning This Is the existing zone code for the property.

Zonhea codes are aslablished In the Zone Code FM program.

When you select a code from the list, you can click the folder butten to view additional
information about the zone.

Memo This box allows you to enter comments about the exisling uss of the property.

Ftood Zone This Is the existing flood zone code of the property. '

Flood zona codes are established in P and CE Miscellaneous Codes FM.

You can type the code In the box or click the help button to sefect from a list of codes.
The program completes ihe value of this box from Property Master, but you can change this. If
you do change this, the program updates the property master record with the new value.
Proposed Use This Is the proposed use code for the property.

If there Is no change in use, enter the same use code as entered In the Existing Use box.
You can type the code in the box or click the help button to select from a list of codes.

Zoning This Is the proposed zone code for the property.

The default zone code is the existing zone code.

Zone codes are established In the Zone Code FM program.

Options avallable to you depend on your department permissions.

When you select a code from the list, you can click the folder button to view additional
information about the zone.

Mearmo This box allows you to enter comments about the proposed use of the property.

Flood Zong This is the proposed flood zone code of the property.

Flood zonhe codes are estabilshed in P and CE Miscelianeous Codes FM.

You can type the code In the box or click the help butten to seleot from a list of codes.
The program completes the value of this box from Property Master, but you can change this, If
you do change this, the prograrm updates the property master record with the new valus.

Non-Conforming
Nan-Conforming When you select this check box, the application is for & non-conforming use.

Reason This is the reason the application is for non-conforming use.

Non-conforming reason codes are established in the Reason Code FM program.

This box Is avallable when you select the Non-Conforming check box.

Mamo This is a description for the non-conforming reason code.

The reason code description established in the Reason Code FM program is the default
description, but you can change It or enter additional notes about why the application is

non-conforming.
This box Is available when you select the Non-Conforming check box,

Date/Misc

Estimated Start/End These boxes Indicate the estimated starting and ending dates for fhe project.
Application Recelved This Is the date the application is received.

Appiication Reason This box allows you to enter a reason for the application.

Ordinance This box allows you to entar comments about the ordinance reference.

Default comments are established in the Properly Master program.
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Parent Application This is the parent project identification nurber associated with the current application.

The defaut project Identification number Is established when an application is copled using the
Copy App butlon and you select the The New Application Will Have the Curent Application as
a Parent check box on the Copy Application screen,

Paint In Time Eff Dt This Is the date when point-in-time fees are effective.

This box Is available when you select the Polnt In Time Fess Used check box in Parameter

Fi.
When you enter a parce! ID that has a subdivision code assoclated with it In Property Master,

the program automatically enters the fee effective date from the subdivision master record in
this box. If no subdivision fee effective date Is available, the point in time effeclive date
defaults from the parent application.

Fes Expiration Dale This is the date when the appiication fess are no longer valid.
This box is avatlable when you select the Point in Time Fees Used check box in Parameter

FM.

Actual Start/End This Is the actual start and end daie of the project,
: You can enter the actual start date, but the actual end date Is updated by the Close/Deny

process.

Next Action Date This Is the date the next action should be taken on the current application.
The dale Is only for your reference and must be manually updaied,

Next Action This Is the code for the next action that should be taken on the current application.
The code Is only for your reference and must be manually updated. '
Nex! action codes are established In the Comment Code FM program.

Action Memo This box allows you 1o enter comments about the next action required on the application.
Submitted In Multiple Phases [When you sefect this check box, the application applies to a project that has been submitted in
muitipie phases.

Permits
Typs This Is the permit lype code,
Permit type codes are established in Permit Type FM.
Status This Is the status of the permit, such as Denied, Issued, or Reviewing,
Issued This is the date thal the permit was issued.
Explres This Is the dale thal the permit expires.
Restrin This Is the restriction code for the permit.
Restriction codes are established in Restriction Code FM,
Contractor This s the name of the contractor for the permil.
Fee Total This is the total amount of fees for the permit.
Unpatd Amt This Is the total unpaid amount for the permil.
Total Fees This is the total amount of fees for all permits,
Total Unpald This is the total unpald amount for all parmits.

User Defined

This tab allows you to enter values for user-defined fields. This tab Is only avaiiable If
user-deflined fields sxist for Application Entry.

Tasks E

Resources ‘

Common Toolbar Tasks Aboutl MUNIS Information MUNIS Text Editor
Common Report Tasks MUNIS Attachments MUNIS Query Wizard
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Resources

Gensral MUNIS FAQs MUNIS Browse Screen Tyler Content Manager
Exploring the MUNIS Toalbar MUNIS Word Expori/Mall Merge

MUNIS KnowledgeBase MUNIS Maplink

MUNIS Technlcal Support MUNIS Output

Using MUNIS {PDF) MUNIS Scheduter

Using Workflow (FDF) MUNIS Spool File Maintenance

Navigaling MUNIS Help
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Permite + Lodes

PROCESS FOR PAYMENT ENTRY:

1°" PAYMENT OF THE DAY, WHICH INCLUDES OPENING YOUR BATCH FOR THE DAY.

1. ON YOUR OPENED APPLICATION — DOUBLE CLICK ON “PERMIT” TAB — the “application Permit” screen opens.

a. IFITIS A FLAT FEE, CLICK ON THE “COLLECT” BUTTON IN LEFT COLUMN,

h. IF{TIS A STATISTICAL FEE CLICK ON THE “UPDATE” BUTTON, YOU MUST ENTER DATA IN THE “CONTRACTOR”
FIELD IN ORDER TO MOVE FORWARD. You could enter the applicant name, a contractor, Atty., etc,

c. NOW YOU CAN ENTER YOUR STATISTICAL INFORMATION TO FOMULATE YOUR FEE.

2. CLICK ON THE "COLLECT” BUTTON IN LEFT COLUMN.,

3. ENTER THE PAYMENT OR CLICK ON “PAY ALL” BUTTON IN LEFT COLUMN, IF PAYING EVERYTHING IN THE SCREEN.

4. CLICKON THE GREEN CHECK MARK

5. CLICKON FHE “APPLY PAYMENT” BUTTON IN LEFT COLUMN

6. THE "PAYMENT ENTRY” WINDOW OPENS

7. CLICK ON THE “ADD” BUTTON TO START A BATCH FOR THE DAY. {vou only do this step once, to open a batch for the
day) MAKE SURE YOU RECORD THE BATCH NUMBER FOR YOUR REFERENCE, VERY IMPORTANT!!

8. TABTO “DEPOSIT NUMBER” FIELD, PUT IN THE MONTH AND YEAR AS LUCY HAS REQUIRED.

9. CLICK ON GREEN CHECK MARK AND YOU ARE DONE OPENING THE BATCH AND YOUR “COMPLETING RECEIPT” SCREEN
APPEAR

2N bHASE OF 157 PAYMENT OF THE DAY: THIS IS ALSO THE PROCESS FOR EVERY
PAYMENT AFTER THE BATCH IS OPEN FOR THE DAY.

i. YOU ARE IN THE “COMPLETING RECEIPT” SCREEN, IN THE “PAYMENT METHOD FIELD”, CLICK ON THE DROP DOWN
ARROW AND SELECT THE PAYMENT METHOD i.e., cash, check, if you have cash & a check, select #9 MULTIPLE

2. TABTO THE “CHECK/REF#” FIELD, YOU CAN PUT IN THE CHECK# IF IT IS A CHECK PAYMENT.

3. TABTO THE “ADD’L PAYMENT REF” FIELD AND PUT IN THE APPLICATION #.

4. TABTO THE “RECEIPT OPTION” FIELD AND {F YOU WANT TO PRINT A RECEIPT SELECT ITEM 2-"SUMMARY ONLY"& TAB

a. Confirm your printer is the correct one,

5. TAB TO THE “REFERENCE” FIELD PUT IN THE APPLICATION #, THIS FIELD WILL PRINT OUT ON YOUR PAYMENT PROOF
REPORT AT THE END OF THIS PROCESS.
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6.

TAB TO THE “PAID BY CUSTOMER #” FIELD, TO ENTER THE NAME OF THE PERSON PAYING YOU. CLICK ON THE 3 DOT
[CON AND SEARCH FOR YOUR CUSTOMER’S NAME BY ENTERTING AN * BEFORE AND AFTER THE NAME. THIS PROCESS
IS TAKING TO THE PROPERTY MASTER, DO NOT MAKE ANY CHANGES TO THIS RECORD {T WILL AFFECT OTHER
FINANCE DEPTS. VERY IMPORTANT!!

CLICK ON THE GREEN CHECK MARK - DONE — YOU ENTERED THE PAYMENT AND YOUR RECEIPT PRINTS IF YOU
REQUESTED ONE.

CLOSING THE BATCH AT THE END OF THE DAY:

HOW TO GET THERE? GO TO PROPERTY REVENUE, PAYMENT PROCESS, PAYMENT ENTRY SCREEN — payment entry screen

also finds lost Batches.

1.

5.

b.

CLICK ON “OUTPUT RELEASE” IN LEFT COLUMN, {THIS IS THE PRINT PROCESS) THE OUTPUT OPTONS APPEAR.

CLICK ON THE GREEN CHECK MARK, THE "OUTPUT “SCREEN APPEARS.

CLICK ON “OK” TAB, YOUR PRINTER BEGINS TO PRINT, AND THE “RELEASE” SCREEN APPEARS ASKING YOU IF YOU
WANT TO RELEASE.. DO NOT CLICK ON THIS SCREEN UNTIL YOU BALANCE YOUR

MONEY W/ YOUR RECEIPTS.

CHECK THE PRINTED COPY FOR ACCURANCY AND BALANCE WITH YOUR MONEY. THEN CLICK ON THE "YES” BUTTON
TO RELEASE THE BATCH.

THE “ BATCH DEPOSIT NUMBER” SCREEN APPEARS, JUST CLICK “OK"

THE “BATCH STATUS” SCREEN APPEARS, JUST CLICK “OK”

The start of Treasurer/Lucy’s required payment document:

7.

10.

11.

12,

13,

14,

15,

RETURN TO THE “MUNIS APPLICATION MENU”, CLICK ON THE “RECEIPT ENTRY” HEADING IN THE LEFT COLUMN, AT
THE BOTTOM OF THE COLUMN.

CLICK ON “B” — “SCHEDULE OF DEPARTMENTAL PAYIMENTS.”

CLICK ON “DEFINE” BUTTON IN LEFT COLUMN,

CHANGE “PAYMENT RECORD TYPE” FIELD TO “PROOF”

TAB DOWN TO CLERK ID WINDOW, ENTER YOUR NAME IN LOWER CASE in both widows; ex: d.carey to

d.carey

TAB TO THE “REFERENCE #” FIELD AND PUT IN YOUR DEPARTMENT’S NAME, this prints out on payment schedule,
which is helpful to Lucy.

TAB DOWN AND CLICK ON “GL ACCOUNT SUMMARY BY DEPT”

CLICK THE GREEN CHECK MARK

CLICK ON “SELECT” IN LEFT COLUMN — AT THE BOTTOM OF THE BOX THE # OF TRANSACTIONS YOU HAVE PERFORMED
FORYHHDEYRY IS DISPLAYED. G2 2of4



16. CHECK TO MAKE SURE THAT THE # OF TRANSCATIONS IS THE SAME NUMBER STATED AS RECEIPTS ON YOUR
“"PAYMENT PROOF REPORT”,

17. CLICK ON YOUR PRINTER ICON AT THE TOP OF PAGE TO PRINT, TAKE THIS FORM & YOUR MONEY TO LUCY. DONE!
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LUCY’S DEPOSIT NUMBER FIELD ENTRY CODES & RULES

¢ Remember —no money deposits to the Treasurer on the last day of the

month

e Remember — on Ist day of every month you must make sure your BATCH
DATE has rolled over to the correct month.

You put the code below in the Deposit Number field on the Payment Entry

Screen.

MONTHS CODES

OCTOBER OCT 11
NOVEMBER NOV 11
DECEMBER DEC 11
JANUARY JAN 12

FEBRUARY FEB 12

MARCH MAR 12
APRIL APRIL 12
MAY MAY 12
JUNE JUNE 12
JULY JULY 12
AUGUST AUG 12

SEPTEMBER  SEPT 12
¢ Change the year of the code as needed.

o |eave a space between the month and year
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EXHIBITS

Departmental Billing

Commitment

Receipts

Payroll

Schedule of Departmental Payment to Treasure
Schedule of Departmental Payment to Collector

Expended Return
Void Vendor Check

Personnel Action Form
Earnings Worksheet
Time sheet

Void/Cash Payment
Payroll Maintenance

Accounts Payable

Schedule of Bills Payable
Invoice Entry Batch (example)
Warrant (example)

Invoice Maintenance

Expense Voucher
Interdepartmental Charge

Miscellaneous Exhibits

Authorized Signatures
Transfer (Mayoral)

Expended Transfer

Purchase Order Maintenance

DB-1

R-1
R-2

R-3
R-4

PA-1
PA-2
PA-3
PA-4
PA-5

AP-1
AP-2
AP-3
AP-4
AP-5
AP-6



WESTFIELD, MASSACHUSETTS

SCHEDULE OF BILLS RECEIVABLE

To the Treasurer or Collector

The following bills, in the aggregate to $

DEPARTMENT

COMMITMENT NO:

SHEET NO:

DATE:

are herewith committed for collection.

DEPARTMENT DIRECTOR

ACCOUNTING OFFICER

BILL NAME/ADDRESS DESCRIPTION AMOUNT AMOUNT DATE
NO. DUE COLLECTED PAID
$0.00
7/3/2012 DB-1




CITY OF WESTFIELD
SCHEDULE OF DEPARTMENTAL PAYMENT TO TREASUREF

POLICE- C210

NO. LOC/DEPT - POLICE DATE
ACCDNT ACCIDENT REPORTS $
RESTIT RESTITUTION $
VIDEO COPIES OF VIDEO TAPES $
FID CD FID CARD $
IDPHOT ID PHOTOS $
INCDNT INCIDENT REPORTS $
POLINS INSURANCE REIMBURSEMENT $
PSETLE POLICE SETTLEMENT $
POLCPY PRIOR YEAR REVENUE $
TOTAL $

The above is a detailed list of monies collected by me, which | have paid to the Treasurer, whose
receipt | hold thereof.

Department Head Signature

Received of

The sum of

For the ending

Which | have paid to the Treasurer, whose receipt | hold therefore.

Treasurer's Signature

7/3/2012 R-1



NO.

SCHEDULE OF DEPARTMENTAL PAYMENT TO COLLECTOR

POLOFF

OFFCOL

ODPMIS

ODSFEE

CITY OF WESTFIELD

OFF DUTY POLICE -

LOC/DEPT - OFFPO

OFF DUTY ADMINISTR FEES

OFF DUTY RECEIPTS

MISCELLANEOUS

OFF DUTY SPECIAL FEE

TOTAL

DATE

The above is a detailed list of monies collected by me, which | have paid to the Collector, whose

receipt | hold thereof.
Department Head Signature
Received of

The sum of

For the

Which | have paid to the Collector, whose receipt | hold therefore.

Collector's Signature

7/3/2012
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NO.

CITY OF WESTFIELD
SCHEDULE OF DEPARTMENTAL PAYMENT TO TREASURER
P EXPENDITURE RETURN ****

DEPARTMENT: DATE

SOURCE ORG CODE-OBJECT

TOTAL $

EXPLANATION

The above is a detailed list of monies collected by me, which | have paid to the Treasurer, whose
receipt | hold thereof.

Department Head Signature

Received of

The sum of

For the ending

Which | have paid to the Treasurer, whose receipt | hold therefore.

* * *kkkkkkk * *

Treasurer's Signature

il *****only to be taken in treasurer's office*****
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VENDOR (CITY OF WESTFIELD) CHECK TO BE VOIDED

VOID CHECK NUMBER

CHECK DATE

WARRANT NUMBER

VENDOR NUMBER

VENDOR NAME

INVOICE NUMBER

ORG/OBJECT AMOUNT

REASON:

DEPARTMENT HEAD SIGNATURE:

TREASURER'S SIGNATURE:

7/3/2012



City of Westfield
Personnel Action Form

Please check all that apply and attach documentation:

[ ] New Hire [] Death ] Job Change [] Leave
[] Transfer X Step Increase [] No. Vacation Weeks [] Status Change
[] Resignation ] Promotion [] Reactivate (from inactive) [] Change in Hours
[ ] Retired [ ] Demotion [ ] Reinstatement [ ] Informational
[ ] Termination [] Salary Change [ ] Name/Address Change [ ] SEASONAL
Effective Date: Department: T Employee #
Last Name: First Name: MI:
Address: City: _Westfield State:_ MA Zip:01085
| Increase/Promotion| Permanent: Temporary: Provisional:
Hire Date: Assigned Anniversary Date: Promotion date:
Job Title:
Grade: Step: Wage: $ [ ] Hourly [ ] Weekly[ | Quarterly
Anniversary Date: No. of Weeks:
Leave | Type: Begin Date: Return Date:
(attach appropriate documentation) Length:

FOR PERSONNEL USE ONLY

SS# Home Phone: Gender: M F  Marital Status: _ M
Job Title: Grade/Step:

Birth Date: Hire Date: Service Date: Perm. Date:

Risk Code: EEO Code: EEO Func.: Race:

Job Class Code: Position Cont. # Group/Union:

Pay Types: Start Date: End Date:

Stipend: Yes No Amt.: Personnel Status: FT _~ PT__

Location: Check Location: Pay Frequency: W M Q
Org Code: Object Code: Salary Hourly
Department Head Signature: Date:
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Personnel Director Signature:

City of Westfield
Personnel Action Form

OBRA (circle one): Yes No
Retirement City %
Retirement City 30+ %
Retirement Teacher %
Retirement Teacher 30+ %
Fed Tax (circle one): Married Single
No. dependents
Fed Calc
Fed Calc+
Fed Fixed
State Tax (circle one): Married Single
No. dependents
State Calc
State Calc+
State Fixed

Health Insurance

Family Single
HMO Blue Choice
Medex Mgd. Blue

Payroll Deduction

Pre-tax Tax
Dental Insurance

Family Single

Payroll Deduction

Pre-tax Tax
Life Insurance

Payroll Deduction
Other Deductions:

Type: Amt:

Blue Care Elect

Direct Pay

Direct Pay

Direct Pay

Reason:

Type: Amt:

Date:

Reason:
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Check Date 03/25/2011

From 03/12/2011- 03/18/2011
Location C135 AUDITOR
Emp # Name Job Class
82921 BOLDUC, ANGELA ACCTCLERK
82921 BOLDUC, ANGELA ACCTCLERK
82921 BOLDUC, ANGELA ACCTCLERK
82921 BOLDUC, ANGELA ACCTCLERK
82921 BOLDUC, ANGELA ACCTCLERK
82921 BOLDUC, ANGELA ACCTCLERK
82921 BOLDUC, ANGELA ACCTCLERK
82921 BOLDUC, ANGELA ACCTCLERK
82921 BOLDUC, ANGELA ACCTCLERK
82921 BOLDUC, ANGELA ACCTCLERK
70169 DALEY, MARY ASST DP HD
70169 DALEY, MARY ASST DP HD
70169 DALEY, MARY ASST DP HD
70169 DALEY, MARY ASST DP HD
70169 DALEY, MARY ASST DP HD
70169 DALEY, MARY ASST DP HD
70169 DALEY, MARY ASST DP HD
70169 DALEY, MARY ASST DP HD
73843 MAYNARD, HELEN ACTMACH OP
73843 MAYNARD, HELEN ACTMACH OP
73843 MAYNARD, HELEN ACTMACH OP
73843 MAYNARD, HELEN ACTMACH OP
73843 MAYNARD, HELEN ACTMACH OP
73843 MAYNARD, HELEN ACTMACH OP
73843 MAYNARD, HELEN ACTMACH OP
73843 MAYNARD, HELEN ACTMACH OP
73843 MAYNARD, HELEN ACTMACH OP
73843 MAYNARD, HELEN ACTMACH OP
72014 ROBIENCIEZAK, LYNN BDGT ANLYS
72014 ROBIENCIEZAK, LYNN BDGT ANLYS
72014 ROBIENCIEZAK, LYNN BDGT ANLYS
72014 ROBIENCIEZAK, LYNN BDGT ANLYS
72014 ROBIENCIEZAK, LYNN BDGT ANLYS
72014 ROBIENCIEZAK, LYNN BDGT ANLYS
65068 STRYCHARZ, DEBORAH DPTHD NUNU
65068 STRYCHARZ, DEBORAH DPTHD NUNU
65068 STRYCHARZ, DEBORAH DPTHD NUNU
65068 STRYCHARZ, DEBORAH DPTHD NUNU
65068 STRYCHARZ, DEBORAH DPTHD NUNU
65068 STRYCHARZ, DEBORAH DPTHD NUNU
65068 STRYCHARZ, DEBORAH DPTHD NUNU
75232 ZALINSKI, EWA SRACTCLRK
75232 ZALINSKI, EWA SRACTCLRK
75232 ZALINSKI, EWA SRACTCLRK
75232 ZALINSKI, EWA SRACTCLRK
75232 ZALINSKI, EWA SRACTCLRK
75232 ZALINSKI, EWA SRACTCLRK
75232 ZALINSKI, EWA SRACTCLRK
75232 ZALINSKI, EWA SRACTCLRK
75232 ZALINSKI, EWA SRACTCLRK
75232 ZALINSKI, EWA SRACTCLRK
75232 ZALINSKI, EWA SRACTCLRK
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Pay

101
200
201
300
400
403
404
405
500
816

100
380
401
402
480
490
601
990

101
200
201
300
400
403
404
405
500
816

100
380
401
402
480
490

100
380
401
480
490
601
716

101
200
201
300
400
403
404
405
500
816
990

Pay Desc

HOURLY
OVT 1.5
OVT 2

VAC HR
SICK HRLY
LWP HR
LWOP HR
PERSON HR
HOLIDAY HR
CLEANING

BASE SAL
VAC SAL
LWP SAL
LWOP SAL
SICK SAL
PERSON SAL
LONG ANNL
RETRO PAY

HOURLY
OVT 15
OVT 2

VAC HR
SICK HRLY
LWP HR
LWOP HR
PERSON HR
HOLIDAY HR
CLEANING

BASE SAL
VAC SAL
LWP SAL
LWOP SAL
SICK SAL
PERSON SAL

BASE SAL
VAC SAL
LWP SAL
SICK SAL
PERSON SAL
LONG ANNL
DH EDUCTN

HOURLY
OVT 1.5
OVT 2

VAC HR
SICK HRLY
LWP HR
LWOP HR
PERSON HR
HOLIDAY HR
CLEANING
RETRO PAY

CITY OF WESTFIELD
EARNINGS WORKSHEET

Hrlr Rate

Reg Hrs

Oth Hrs

Reg Pay

Oth Pay

Page

Org

11350000
11350000
11350000
11350000
11350000
11350000
11350000
11350000
11350000
11520000

11350000
11350000
11350000
11350000
11350000
11350000
11350000
11350000

11350000
11350000
11350000
11350000
11350000
11350000
11350000
11350000
11350000
11520000

11350000
11350000
11350000
11350000
11350000
11350000

11350000
11350000
11350000
11350000
11350000
11350000
11350000

11350000
11350000
11350000
11350000
11350000
11350000
11350000
11350000
11350000
11520000
11350000

Object

511110
513000
513000
511110
511110
511110
511110
511110
511110
516000

511000
511000
511000
511000
511000
511000
514000
511000

511100
513000
513000
511100
511100
511100
511100
511100
511100
516000

511000
511000
511000
511000
511000
511000

511000
511000
511000
511000
511000
514000
514300

511100
513000
513000
511100
511100
511100
511100
511100
511100
516000
511100

PA-2
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WEEKLY TIME CARD

PAYROLL DATE:

WEEK ENDING:

EMPLOYEE NAME:

EMPLOYEE NUMBER:

DEPARTMENT:

DATE | AM-in [ LUNCH [ PM-out | Regular | Holiday | Vacation| Sick | Comp | Over

Time Time Time Time | Time | Time

Straight Straight
Mon
Tues
Wed
Thur
Friday
Total

Employee Signature Date

Auditors Signature Date

4/17/2012 PA-3




VOID /CASH PAYMENT

Dept. Head Signature
Employee ID Number
Employee Name
Void Check Number
Check Date

Org/Object

(list amount of each)

Gross Check

Deductions:

Net Check
Auditor's Signature
(cash payment)

Treasurer's Signature
voidy 312012

Check ret'd by

| Social Security #|

| Pay Ratel

| Warrant #|

| Location |

Amount Pay type Hours

Code Number/Title

Amount

FOR CASH PAYMENT

FOR VOID CHECKS

PA-4




CITY OF WESTFIELD, MASSACHUSETTS

DEPARTMENT OF ACCOUNTS OFFICE OF CITY AUDITOR

PAYROLL MAINTENANCE

Request for CORRECTION OF ACCOUNT ON PAYROLL

DEPARTMENT- DATE
EMPLOYEE# PAY TYPE#
EMPLOYEE NAME WARRANT#
AMOUNT CHECK DATE
ORG OBJECT

ACCOUNT TO BE CHANGED TO:

ACCOUNT NAME:

DEPARTMENT HEAD

7/3/2012 PA-5



CITY OF WESTFIELD Warrant

SCHEDULE OF BILLS PAYABLE Date

To the City Auditor: The following bills fo the Department amounting in the aggreagate to
$0.00 dollars, are hereby approved and you are requested to place them on a warrant for payment.

Dept/Loc

Date Submitted

AP-1

PO # VENDOR # VENDOR NAME REM* INVOICE # INV GROSS AMT | INV DATE DESCRIPTION ORG OBJECT

AMOUNT

LIQ*

CKr#*

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

TOTAL 0.00 <-TOTALS MUST EQUAL -> TOTAL
SEND 2 COPIES TO AUDITORS OFFICE (1 = YELLOW, 1 = WHITE)

* REM = ENTER REMIT NUMBER FOR ADDRESS OF VENDOR
**LIQ = ENTER (P) FOR PARTIAL PAYMENT, (F) FOR FULL LIQUIDATION
*** CK = LEAVE BLANK FOR NORMAL CHECK DISBURSEMENT. ENTER (S) FOR SEPARATE CHECK PER INVOICE, (W) FOR WIRE TRANSFER

0.00

4/17/2012




04/17/2012 13:17
lep217

CLERK: k.torres

|ciTY OF WESTFIELD
| INVOICE ENTRY PROOF

LIST

NEW INVOICES

[eG 1
|apinvent

HELD INVOICES

011947 00001 GABRIELLI TRUCK

CASH 1000
ACCT 104000 DEPT 434

016757 00004 COYNE TEXTILE SE 174167

CASH 1000
ACCT 104000 DEPT 4234

006351 00001 RED'S TCOWING

CASH 1000
ACCT 104000 DEPT 434

Q00320 00003 ZEE MEDICAL SERV 174170

CASH 1400
ACCT 104000 DEPT 434

016757 00004 COYNE TEXTILE SE 174485

CASH 1000
ACCT 104000 DEPT 434

MV 03/23/2012
DUE 04/06/2012 DESC

2012/10

2012/10 INV 0470372012

DUE 04/06/2012 DESC

2012/10 INV 03/15/2012

DUE 04/06/2012 DESC

INV 03/22/2012
DUE 04/06/2012 DESC

2012/10

INV G4/10/2012
DUE 04/10/2012 DESC

2012/10

2122122 4865317

SEP-CHK:N DISC:

5726314

2120478 465318

SEP-CHK:N DISC:

31767 CH#7183

2122218 465319

SEP-CHK:N DISC:

TOW TRUCK # 202

2122204 4865320

SEP-CHK:N DISC:

038329

2120478 465642

SEP-CHK:N DISC:
31767 CH#7193

.00

.00

.00

.00

.00

520000

.00

520000

.00

520000

.00

540000

.00

520000

.00

1

175.92

.00

.00

175.92

,156.33  1099:M

18.92 1¢929:

425,97 1099:

34.43 1099:

18.92 109%:

5 HELD INVOICES

NET AMOUNT  EXCEEDS

1,156.33
14340000

18.92
14340000

425,97
14340000

34.43
14340000

18.92
14340000

1,654.57

00

4/17/2012

REPORT TOTALS

.00

AP-2




CITY OF WESTFIELD

TREASURY WARRANT NO.

DATE:
VOUCHER NAME ACCOUNT DEBIT CREDIT AMOUNT CHECK
NUMBER APPROPRIATION EXPENDITURES CASH
$0.00
TO THE TREASURER: DATE:

PAY TO EACH OF THE PERSONS NAMED IN THE ATTACHED WARRANT, ACCOMPANYING PAYROLLS AND SCHEDULES OF
BILLS PAYABLE THE SUMS SET AGAINST THEIR RESPECTIVE NAMES, AMOUNTING IN THE AGGREGATE TO

TOTAL DOLLARS SPELLED OUT IN DOLLARS AND CENTS

$0.00

AND CHARGE THE SAME TO THE APPROPRIATIONS OR ACCOUNTS INDICATED.

MAYOR CITY AUDITOR

04/17/2012 AP-3



CITY OF WESTFIELD, MASSACHUSETTS

DEPARTMENT OF ACCOUNTS OFFICE OF CITY AUDITOR

INVOICE MAINTENANCE

Request for CORRECTION OF ACCOUNT/PO ON PAID INVOICE

DEPARTMENT- DATE

VENDOR# INVOICE#

(must be exactly as appears in computer)

VENDOR NAME VOUCHER#
WARRANT# PO#
AMOUNT
ORG OBJECT

ACCOUNT TO BE CHANGED TO: I | 1

ACCOUNT NAME:

PO# TO BE CHANGED TO: | |

DEPARTMENT HEAD

7/3/2012
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CITY OF WESTFIELD

EXPENSE VOUCHER

DATE:
NAME
ADDRESS
SOCIAL SECURITY
NAME OF ASSOCIATION
DATE FROM: DATE TO:
TOTALS:
MEALS: TOLLS:
REGISTRATION: MILEAGE:
MISCELLANEOUS: LODGING:

TRAVEL EXPENSE ONLY: (Please Attach Natification of Conference/Meeting)

DATE: DESTINATION:

PURPOSE OF TRIP:

MILEAGE: TOLLS:

TOTAL OF EXPENDITURES:

ALL RECEIPTS MUST BE ATTACHED TO VOUCHER WHEN SUBMITTING FOR REIMBURSEMENT

AUTHORIZED BY:

(DEPARTMENT HEAD OR APPROVING AUTHORITY)

REQUESTED BY:

PERSON RECEIVING REIMBURSEMENT

CHARGE TO ACCOUNT NUMBER:

Receipt and Copies (Front/Back)of cancelled Checks must be Attached)

7/3/2012
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THE CITY OF WESTFIELD
WESTFIELD, MASSACHUSETTS 01085

INTERDEPARTMENTAL CHARGES

DATE: #:

DEPARTMENT TO BE CHARGED:

ACCOUNT (S) TO BE CHARGED: AMOUNT

TOTAL

DETAIL OF CHARGES:

ACCOUNT (S) TO BE CREDITED: AMOUNT

TOTAL

DEPARTMENT HEAD SIGNATURE:

TO BE DONE IN TRIPLICATE
WHITE-AUDITOR'S
PINK-AUDITOR'S

YELLOW-DEPT.

7/3/2012 AP-6



AUTHORIZED SIGNATURE FORM

The majority of the board members must sign the Schedules of Bills Payable per

Mass. General Laws Chapter 41, Section 56). The Department Head is required

to sign all Invoices, Hours and Payroll Registers, and all other documents being
forwarded to the Auditor's office for processing.

In the event of an EMERGENCY, EXTENDED ABSENCE or DISABILITY of the
Department Head, the following person(s) may sign the Department Head's name
with their initials to the documents below:

Payroll Warrant

Hours and/or Payroll Registers
Expended Transfers

Invoice Maintenance

Payroll Maintenance
Transfers

Schedule of Departmental Payments to Treasurer

Included with this completed form, a coy of te minutes fo the meeting when the Board/Commissioners
approved the person(s) listed below. Please note the Mayor's signature is also required.

NAME: TITLE:
NAME: TITLE:
DATE:

SIGNATURE OF DEPARTMENT HEAD

DATE:

MAYOR

7/3/2012 M-1



CITY OF WESTFIELD, MASSACHUSETTS

DEPARTMENT OF ACCOUNTS OFFICE OF CITY AUDITOR

TRANSFER

Request for TRANSFER OF FUNDS within Departmental Accounts

DEPARTMENT: DATE

TRANSFER FROM: Expense v

Classification Number

Classification Name

AMOUNT $

TRANSFER TO: Expense v

Classification Number

Classification Name

AMOUNT $

EXPLANATION :

DEPARTMENT HEAD

APPROVED BY MAYOR

APPROVED BY AUDITING DEPT FOR
AVAILABILITY OF FUNDS

7/3/2012
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DEPARTMENT OF ACCOUNTS

CITY OF WESTFIELD, MASSACHUSETTS

OFFICE OF CITY AUDITOR

EXPENDED TRANSFER

Request for TRANSFER OF EXPENDED FUNDS within Departmental Accounts

DEPARTMENT- DATE:
CHARGE TO:
Personal Service Expense X
Classification Number
Classification Name
AMOUNT $ 0.00
CREDIT TO:
Personal Service Expense X
Classification Number
Classification Name
AMOUNT $ 0.00

| hereby request a transfer of FUNDS as indicated above for the following reason:

DEPARTMENT HEAD

7/3/2012
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PURCHASE ORDER CHANGE FORM

Please submit to Purchasing for approval. A stamp approved copy will be returned to Department.

Date:
Department:
PO # Vendor

CHECK APPROPRIATE LINE(S) AND ATTACH COPY OF PO
Change Org

Change Object

Increase ki Line #

Add Line Description:

Decrease Line #

Cancel If Change Order include copy

Close

Reopen PO Amtto be encumbered $

Vendor Name If original (WHITE) copy was sent to the
(change to) wrong vendor, get it back and attach

Reason for Increase/Decrease

Department Head Signature

Processed by

Purchasing Director Signature

** |f PO is set up for unit pricing you must increase or decrease accordingly.
ex: If the PO is set up as 4 items @ $25 each, you need to increase or decrease
in multiples of $25.

FORMS WILL BE RETURNED IF THEY ARE NOT COMPLETELY FILLED OUT.

7/3/2012
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